FISCAL PROCEDURES MANUAL

March 2002

INDEX

1331 Process — Interim Spending Authority ............. 65
A-133 - OMB Circular
Clustering of Programs ........c..cccceeevvvvrcnenenne. 159

Determining Amounts Expended - Exhibit K ....160

NonCash Awards - Exhibit K..........cccccocenennne.

Reporting Requirements - Exhibit K

Subrecipient Definition ..........cccoceveveeeoecrennene.
Abnormal Balance Report

Identification of Fund Balance Deficits ............... 69

Year End Issuance Frequency..........cccceeuveuvenene 101
Abnormal Balances

Requirement to Clear ..........ccocueeeeeverencvenieeiennenne 98

Requirement to Clear -Quarterly Reporting Policy
Account Types 23 and 24 ...
Accounting EStimates .........ccoceeeeevenieneneesieneneeene

Accounts Receivable Recording ........c.ccecevveveeeenen. 83
Accounts Receivable Reporting
Reporting Categories.........ccoeverveeeirenenennenene 247
Requirement for Aging of Receivables........ 83, 247
YEAR END REPORT ......cccooiviiiiiviiiniene 247
Accrual
Accounts Payable Accruals..........cooereerenennnen. 82
Augmenting Revenue Accruals.... .87
Compensated Absences Accruals..........ccoceeeenene 89
Financial Statement Treatment of Accrued
Liabilities .....coevveveveeneriinrenienne 112,114, 116
GGBL - List of COFRS Initialized Tables........... 50
REVA - List of COFRS Initialized Tables........... 51
Accrued
Augmenting Revenue - Fund 461 Postclosing
Eliminations .........ccceveveenenennienenieneneeene 213
Exhibit K - Accrued/Deferred Revenue.............. 160
Expenditures - Policy on Estimating.................... 82
Interest

Accounts Receivable Client Inventory Report 87
Effective Interest Rate — Debt Refunding......146
Liabilities

Direct Billings in Quarterly Reporting........... 260
Financial Statement Treatment...... 112,114, 116
Reversal of Estimated Direct Billings........... 202
Payables
Clearing Excess Accruals in Following Year..82
Revenues - Policy on Estimating ...........cc.coccue.. 82
Acquisition of Capital Assets
Cash Flow Stmt Presentation ...........c.ccccecevueneee. 123
ADA

Capital Construction Appropriations.........
Construction Activities in Agency ECB
Duplicate Recording in Agency ECB-461 and

Higher Ed Plant Funds ........cccoocoeviirininnnnnne. 213

Additions by Participants

Financial Stmt Presentation..............c..cccooeuveenee.. 124
Administrative Expense

Financial Stmt Presentation..............c..cccooeuveene... 124
Administrative Rule

Accounts Receivable...........ccooeeieiiiiiieiieieiieee, 85
ADNT

Changing Prefix Identifiers........c..cocccecervnincnnns 37
Index

Impact On Automated Expense Budgets
Impact on Long Bill Shell Transactions...............
Agencies Required to Prepare GAAP Financial

Statements ........ccooovevieiiiiiiiic e 107
Agency Fund Type

Accounting Requirement............cccceoeeerenennenen. 111
Aging

Accounts Receivable Reporting Instructions83, 247
Allocation
Expenditure Allocation for Determining

Overexpenditures

EXamples ....ccoveveviieieiieieiecieieeeeee e 72

POLICY .veiieiieiieieecteee e 70
OSPB Treatment of ADA Projects.........ccouen.e. 210
Quarterly Reporting - Interperiod Allocation of

EXpenditures........cccceeveeieneneenienieieneene, 259

Rqmt. to Allocate Travel by Funding Source..... 245
Statewide Cost Allocation Plan - Emergency

Maintenance Treatment ...........c.coceeevernenneee. 213
Allowance
Accounts Receivable ............cooevvvviiiiiieeennnn, 85, 86
Accounts Receivable Reporting Categories......... 84
Unbilled Accounts Receivable - Requirement to
Reclassify ...oceeveverieniiiiecnceecceee,
Alpha Transfer Coding
Amortization
Notes & Bonds Prem/Disc.........ccccevverinennennene. 134
Premiums/Discounts - Exhibit D............... 136, 138
Annotated
Appropriations - Limitations of the TA Transaction
........................................................................ 62
Appropriations - Long Bill Booking and Shell
Transactions........cceceeeruereenveeeieenenieseneenenes 56
Appropriations - Planning Checklist ................... 16
Reserve Appropriations - Treatment in Expenditure
AOCAtION ...t

ANNOTATIONS - REVENUE SOURCE ..................
Annotations Report and Transfer Coding
Anticipation Warrants - Exhibit C...........ccccccevenee
APP2
Active Status for Long Bill Booking................... 54
Automated Expense Budgets
Calendar Dates ..........ccccoeeeevenenencneicncnincneee

Encumbrance Liquidation Date......
FTE Counts .........cooevvveecvieeeineenns
List of COFRS Initialized Tables

Long Bill Recording.........ccccceuereeneene

Requirement for EPS Roll Process

Requirements for Rollforward Requests.............. 77

SCO Changes Approp. Code End Date............. 208

Appropriation

Allocation of Expenditures and Determining
OvereXpenditures. ..........oeeevereereeeeereeseneeeenes 70

Americans With Disabilities Act Projects ......... 210

AP Documents - Processing Deadlines ............... 42

Calendar Dates .......c..ccooevveeeiieeeciieenee. 29, 32,33

Page 405



FISCAL PROCEDURES MANUAL March 2002
Capital Construction Continuing Appropriations Budgetary Impact of Other Financing Sources -
...................................................................... 210 Revenue Source Codes.......................... 104, 105
Carryforward of Continuing Capital Construction Causing Overexpenditures..........ceevereecverrercnennns 87
ProOjeCtS..uieiiiieieieceeeceeeee e 208 Requirement to Analyze and Record................... 87
Continuation of Expiring Capital Construction Bad Debt - Accounts Receivable Write-Offs ........... 85
ADPPrOPriations .........ccceevereereereeuerenenieneeneeneas 209 Bank Account
Encumbering New Year Contracts.........c..ccceeune 44 APPTOVAL..eiiiiiiieieeeeee e 281
Expense Budget Process ................. .59 SCO & DOT Authorization...........cceceeveereeeneenne. 281
Federal Appropriated as Cash .......c..cccccvcenennneee 58 Bank Accounts
Making Capital Construction Appropriations Confirmation Required - Exhibit M .................. 174
Available Upon Passage........c.cccecververveennnnne. 207 Bank Confirmation Form .........ccccecevivivenienienene 176
New Capital Construction Restricted When Booked Billed
...................................................................... 206 Accounts Receivable - Year End Point in Time
POT Appropriation ...........ccceeeeeereeneeeeesereeneens 57 REPOILS .o 41
Requesting a Transfer of Appropriation............... 68 Billing
Requesting Overexpenditure Authorization.......... 68 AUITON ..o 201
REQUESTING ROLLFORWARD OF Calendar Dates .......cccecevvevereereineeneeneieenes 30, 31
APPROPRIATION .....cccvvvviiiniiiinieninienenne 75 DOA Billing - Clearing Account Requirement . 261
Reserve Appropriations Treatment in Expenditure IG PV Clearing Account Requirement.............. 261
ATOCAtION. ..o 70 PBAA - List of COFRS Initialized Tables .......... 51
Rollforward Request Form..........ccceceoeniiineenns 80 PBPD - List of COFRS Initialized Tables........... 51
Rollforward Requires Express Legislative Intent.75 PBPT - List of COFRS Initialized Tables ........... 51
Six-Month Rule on Starting Capital Construction PBRA - List of COFRS Initialized Tables........... 51
ProOjectS. e 207 PBRYV - List of COFRS Initialized Tables........... 51
Special BillS .....c.cocivininieiiiiinincicicerceenee 60 Standardized Schedule from Direct Billing
Spending Authority Indicators ..... .55 AGENCICS ..ottt 260
TA Documents - Appropriation Transfers ...........42 Bills
TA Transaction - Appropriation Transfers........... 62 Calendar Dates ........cccoeveveniiecienieneeiesieiee 31,33
Table for Determining Rollforward Appropriation Special Bills - Automated Booking Process......... 57
TYPEC ettt 77 Special Bills - Recording..........ccocevevveieeninennns 60
Transfers and Overexpenditures Bonding
Basis for Determining Overexpenditures ........ 69 Access to Assets - Financial Responsibility And
Overexpenditure Calculation Examples.......... 72 Accountability Act.......ccccevieviererienienieiene 266
Overexpenditure Calculation Methodology ....70 Bonds
Requesting a Transfer...........ccoecevereveniieceennenne Covenant - Impact on Treasury Deposits .......... 251
Required Approvals and Penalties Exhibit E - Revenue Bond Coverage................. 140
Statutory Authority.......ccccceevvereecieeeeriereeeenne. Exhibit G - Debt Refunding and Defeasance..... 146
Appropriation Codes TABOR Enterprises Eligible for Loans............. 252
999 - Reverting Expired Warrants...................... 104 Bonds Payable - Exhibit C .........ccccceoeiiiiiiieee 134
Activation Required for Capital Construction Roll Budget.....ooveeiiieeieie e 53-66
OVEr PTrOCESS ..oooeviieeiieeeeieeecee e 206 $100,000 Threshold for Exh. J Reclass Entries . 154
APP2 - List of COFRS Initialized Tables ............ 50 1331 Process — Emergency Spending Authority.. 65
BDA16R Listing of Approved Codes.................. 55 1331 Process — Interim Spending Authority........ 65
Budgetary Hierarchy ..........ccoccevievienencieniieienens 54 Account Types 23 and 24 - Budgetary Impact .... 98

Calendar Dates
Carryforward of Custodial Funds..........c.cc.cceenee
Carryforward of Federal Funds............ccccccoceneneene
EPS Roll Requirements...........cccccecuennene

Listing of APP2 Records on COFRS
Numeric Code Required for Appropriated Projects

...................................................................... 206
PO and RQ Roll Problems ..........ccccoecvrvverrieiennne 45
Quarterly Reporting Requirements .................... 261
Required for Fixed Asset Deletions ...........c........ 89
Requirement for POs & RQs Before Year Opens 43
Zero Dollar APS .....covevieieiieiineeieeeeeeee 40

Appropriation Type Codes

APP2 Table Field.......ccccccecevininininiinininenne
APPV - Centrally Maintained Budget Table..
APRD - COFRS Accounting Period Table...............
APRD- List of COFRS Initialized Tables.................
Augmenting Revenue

Index

Accounts Receivable Write-off .............ccccoenee. 86
ADA Capital Construction Projects................... 210
Automated Booking - Shell Transactions............ 56
Automated Expense Budgets and Transaction
NUMDETING ..o

Basis for GAAP Transfers

BDAS3IR - Expense Budget Transactions
Generated........cooveeieieineineeeeeee 58

Budget Authority Option in COFRS ................... 56

Calendar Dates .......c..cccovveeenieceiieeeeiieeee, 27,31
Coding Hierarchy .........c.cccceeeveninenecncieneenes 53
COFRS Error Codes.......ccoveevereenieneeienieneeaens 44
COFRS Table Initialization.........cc.cccceeverernennen. 49
Diagnostic Reports - Budget-to-Actual ............. 101
EB Documents-Processing Deadlines ................. 42
Encumbering Contracts With or Without Budget 44
Expense Budgets ........coceevveriecieninienieeieeeeenns 58
Fixed Asset Deletions - Zero Dollar AP.............. 89

Page 406



FISCAL PROCEDURES MANUAL March 2002

Lease Accounting Impact...........ccccceevvcnenennne. 104 BooKIng ...c..coveveiiiiiriicce
List of COFRS Initialized Tables.........cc.ccccoenee 50 Effective Date........cccocevenveveeeennnn
New Year Pos & RQs Before Budget Booking....44 Temporary Lump Sum Booking......
Presence Control.........ceecveveeienieienieseeieeeeiene 40 Long Bill Recording..........ccccecvevvererennnnne.
Quarterly Reporting - Line Item Threshold for Matching Cash and Federal Revenue
AcCruals ..o..oeeeiiieieee e New Appropriations ...........ccceeeeeereeeeereneneeneas
RB Documents-Processing Deadlines.... Non-Appropriated Projects/Carryforwards........ 211
Requirement for Warrants..........cccceeeeeenenienenne Presence Budgetary Control .........c.ccccceveevennenen. 40
Six Month Rule on Capital Constr. Projects ......208 Retainage Accounting ...........cecceveveeecnnennee .. 212
Spending Authority Indicators...........ccccceeeeneee. 55 Reverting Funds from Expired Warrants..... ... 104
TA Transactions........c.cceeeeererrenieneeeeeneneneeens 62 Six-Month Rule........cocooeoiriiininiiiinncee, 207
TB Documents-Processing Deadlines.................. 42 Summary of Key Dates ........cccccveevenievienieennnne. 205
Transaction Dating..........cccecevererenienieencrieneans 37 Treatment in Budgetary Expenditure Allocation. 71
Transfers and Overexpenditures Capital Lease Payable - Exhibit C...........c.cccceeenee 134
Basis for Determining Overexpenditures ........ 69 Capital Lease Payments - Cash Flow Stmt
Overexpenditure Calculation Examples.......... 72 Presentation .........ooeeveeeenienieenienieie e 123
Overexpenditure Calculation Methodology ....70 Carryforward
Requesting a Transfer..........cccecvveevieneeienienne Capital Construction..........ccceeveeeveereereeeneenne. 57,205
Required Approvals and Penalties
Statutory Authority.......c.ccceevvereerrenierieneeienne. Continuing Appropriations..............ceeeeevene.. 210
TRANSFERS AND OVEREXPENDITURES ..67-74 Expiring Appropriations...........cccceceeeeveneeneee 209
Buildings General Info
Gross Assets Under Lease- Exhibit F1............... 142 Non-Appropriated..........ceccevervenenieneneennens 211
Lease Purchase and Noncash Transactions - Exhibit Capital Construction Lump Sum Booking......... 208
Qe 186 Custodial Funds........cccoceevvevieiininieneeieieeeeene 61
Recording Capital Construction Fund Expenditures Federal Funds.......c.cccoeeivinininciiinininceee, 60
...................................................................... 211 Nonappropriated Funds ...........cccceceveveriievenenennn. 60
State Buildings Form SC4.1........ccccccvevvevvnvennene 206 Cash
CAFR Accruing Augmenting Revenue ............cccoceeee. 87
Calendar Dates.........ccoeeeeeeeerinieneieeeeeseeene 34 Appropriation Transfers Allowed - Cash to Cash
Columns Define Intra/Interfund.........cccccceeeenne 94 EXEMPL c.eeeniiiiiieieeceee e 67
Definitions for Exhibit J - Financial Statement Approval of Cash to Cash Exempt Transfers ...... 68
Reconciliation ........ccocevvevenenicincnicnincnenee 152 Automated Sweep Entries ........c.ccceceeverenennenene 212
Disclosures Bank Confirmation Form ..........ccccccoenincnnen. 176
Capital Leases .....cecvevververieeeeienieeierieeeeeens 142 Budget Transfers Allowed - Cash to Cash Exempt
Exhibit Q - Noncash Transactions................. L1860 e e
Exhibit J - Financial Statement Reconciliation ..153 Calendar Dates .........ccceoveivineneneneciineseeee
Postclosing Adjustments ...........ccoceeveeeenereeneene. 148 Cash Fund Rollforward Requests...........c.cccceeeee.
Cancelable - Exhibit F2 - Funding Out Clause for CR Documents - Processing Deadlines ...
LeaSES .verveeeiiieienieeie e 144 Cut-Off -Proper Fiscal Year........ccccocevverennennen.
Capital COnstruCtion ..........ceceeeereereerueneeneennenn 205-16 Deficit Cash - Exhibit J Presentation Entries..... 155
Account Coding Directives.........cceceveevvenueeeenns 211 Deficit Cash - Loan and Advance Policies and
Automatic Book Process vs Manual AP ............ 205 Reporting........cocveveeieninienieieeceeeeeeee 249
Calendar Dates..........cccccevceverenennnnne Deficit Cash Balance Defined ..........c.ccccocevuennee 250
Carryforward of Appropriation.... Deposits With the State Treasurer ....................... 89

Carryforwards and Reversions

Cash/Fund Balance Sweep Process.................... 212

COFRS Fund Used for Recording Capital
CONSIIUCHION ...

Completed Projects
Continuation of Expiring Appropriations........... 209
Continuing Appropriation Status (CCCAS)
Turnaround Report........c.cceeveveeriecienieneennene 209
Continuing Appropriations............c.eeeeeevereeneene. 210
Documentation Requirement - SC4.1 ................ 206
Expenditures Prior to Budget Recording.............. 40
Higher Education Plant Funds............cccccoeeueene. 213
Instructions for Completing CCCAS Form........ 213
Loan and Advance Requirements ...................... 250
Long Bill
APP2 Records and Appropriation Code Format
.................................................................. 206

Index

Earned Revenue and Overexpenditure Calculations
Electronic Funds Transfers............c.ccocceeee.

Exhibit M - Cash on Hand or Deposited
Exhibit Q - Proprietary Fund Noncash Transactions

...................................................................... 186
Expenditure Allocation to Funding Types........... 70
Federal Drawdown Timing..............cccceuu.....

Federal Funds Appropriated as Cash....
JAs Requiring Treasurer’s Approval...................
Loan and Advance

Application FOrm..........coceeevieieneinenennenne 256

Application Form Instructions...................... 254

General Criteria

Processing an Application ...........ccccceevenenee. 253
Negative Balances - Loans and Advances........... 40
Noncash Federal Awards - Exhibit K................ 160

Page 407



FISCAL PROCEDURES MANUAL March 2002
Payments - Cash Flow Stmt Presentation........... 122 Travel EXpenditures .........ccoceevveveenieneenienieenenne 244
Quarterly Reporting Requirement - Cash Clearing Clearing

ACCOUNES ..ottt 261 Abnormal Balances and Clearing Accounts......... 98
Risk Categories - Exhibit M.........cccccvvenenenee. 174 Accounts Payable Related to Overaccruals ......... 82
Rollforward Request Form..........coccecveoenirineenne 80 Expired Warrants Liability ........cccccceoenirinenenne 103
Spending Authority ........cccevveeeieenenene. .55 Clearing Accounts
Sweep Entries Clearing Deficit Cash................... 93 Calendar Dates .........cccoceeveneeiienenieneneeneeene 31
UNCOMMITTED RESERVES .....ccccoovvvenennne. 267 Deficit Cash Balances in Clearing Fund/Agencies
Under-Earning - Overexpenditures and Fund =~ e

Balance........cocoecveviiiieieieeeeee 67 Quarterly Reporting Requirements

Cash Flow Statement ...........cccocceververieeceerieseenenne. 110 CLIN Table - Marking Late Contracts for Rollforward
Accounting Requirement ............ccoeceeevevveevenenns L11 e st 78
Exhibit Q Closing a Fund ........ccccooeiiiiininiceeee e 105
Line Item Account Groupings...........ccecceereemee. 122 Collateral

Cash Flow Stmt Bank Confirmation Form - Cash Risk
EXhibit V..o, 196 Classification ........cocuevveeeerereenieneeieneeeene 176

Cash Fund Exhibit M - Cash Risk Classification ................ 174
Defined......ccovevininiiiiiiiinccee 267 Colorado Student Loan
Excluded .......cocooivineiiiiiineeeee 267 Federal Assistance - Exhibit K .........c.cc.cocooenee 159

CDC - Capital Development Committee Compensated Absences
Six Month Rule........cccooeiiiiiiniicecceee 207 ACCTUAL ..o 89

CDs - Exhibit M - Cash .......ccoeereennccincienennne 174 EXhibit C ..o 134

Central Collections Financial Statement Presentation....... 112,114, 116
Client Inventory Report........cccccoveveevieneennene 86, 247 Quarterly Reporting..........ccoceeveeveeiienennienennenne 261

CERT Use of Account Type 24.......ccoevvevienvereeneeenenne. 98
List of COFRS Initialized Tables Compensated Absences Liability
Table - Calendar Dates.................... Calculation .........ccocevevieieiiinineeeeeeen 90

Certificates of Deposit - Exhibit M............ccccoeeeeeee. Compliance

Certifications Accounting Guidelines for Reissuing Expired
Calendar Dates - Highway Users Tax Fund......... 31 WAITANES ..o 271
Letter of, Exhibit L.........ccccooiniininiiniene Americans With Disabilities Act - Capital
Letter of, Exhibit R Construction ...........ccceveeeenneennn.

CFDA - Catalog of Federal Domestic Assistance Encumbering New Year Contracts
Exhibit K - Federal Assistance...........cc.ccceeueee. 158 Exhibit J - Controller’s Responsibility to Review

CFDA Number Financial Reports..........ccevvevvenienieceenieennenne. 152
Exhibit K - Federal Assistance - Requirements.. 160 Exhibit M - Public Deposit Protection Act........ 174
Federal Agency Listing.......ccccceeevevvvevverieneeennenne. 163 Five-Column Long Bill .......cccccovvviininieiinieene 70
Federal Assistance - Exhibit K..............cccoeeee. 159 Loans and Advances Statutory Requirements ... 249
Online Address of the Catalog of Federal Domestic Overexpenditure Statutes..........ccoevereeereneneenns 67

ASSISTANCE ..covveeienieeiieieeiieie e 160 Quarterly Reporting..........cccceeeeeenene 259,261, 262

Chart of Accounts Requirements in Determining Vendor/Subrecipient
Proposing Changes...........cccocevevenveincnicnennenns 103 Relationship......cccoevevinenencieiniiincncce 38

CHART OF ACCOUNTS ......covvviiviivinirinenennne 323 Six-Month Rule - Capital Construction Projects 207

Checklist - Agency Planning...........ccccceevvevvenieiennnnne 18 Statement of - Financial Responsibility and

Claims Accountability Act.......ccccveveeeerierieienreieene 93
Contingent Liabilities - Exhibit L ...................... 172 Statement of - Financial Responsibility and
Medical Claims - PERA Footnote Disclosure....... 109 Accountability Act.........ccceveereeenirineeee 265
Reissuing Warrants - Successors Claims ........... 272 Confirmation Form - Receivables/Payables............ 200
Sick & Annual Leave..........coceveveeninieneneneenne. Confirmation Requirement

Class Lives for Depreciation Bank Accounts - Exhibit M.........cccccecevinenane. 174

Classification Confirmations
Bank Confirmation Form - Deposit Risk Categories Bank - Amount, Insurance, and Collateralization

............................................................................................................................................ 176
Calendar Dates............... Calendar Dates ........ccoovvvveeeeiiiiveiieeeeennns 28,31, 32
Cash in 10XX at Close CI Documents - Inventory Closing Procedures ... 92
Exhibit M - Risk Categories for Financial CI Documents - Processing Deadlines................. 42

Institutions Deposits........cccevvevereerieniereennne 174 Exhibit R - Certifying Petty Cash Delagation
Exhibit N - Custodial Risk of Securities Evidencing CONdItionsS ......cceeveeevereieierieeienieeieree e

Investments ..........cocceevveiiienieiieenieceeee 178 Intra\Interfund Receivable\Payable
Field Accounting Review of Exhibit J ............... 152 Reissuing Expired Warrants............ccceeveeeeenens
Planning ChecKlist .........cccevvevienieierierieieeieiene 16 Constitution
Suggested Review of Coding..........cceeveeeeruennene. 41 Loans and Advances - Exemptions.................... 249

Index Page 408




FISCAL PROCEDURES MANUAL

March 2002

Construction Project Applications - State Buildings
Form SC4.1 ..o 206

Consumable Goods - Calendar Dates

Consumable Inventories

Quarterly Reporting Requirements .................... 261
Contact List
Department/Institution Controllers..................... 309
Contract
Calendar Dates.......c..cocceeeceeinencncnenenne 27,28,29
Expiring Capital Construction Appropriations...209
Instructions for Encumbering............ccccceevecvennene 44
Lease Agreements
Funding Out Clause..........ccceoereeireneneneane 144
Scheduled Rent Increases.........c.cccceeeereennene. 144
Prepaid EXPenses .......ccvecvereeienenieneneenieneeiene 91
Requirement for Rollforward...
Retainage Accounting...........coceevevvevececncnnenne
SC Documents - Processing Deadline.................. 42
Specifying Vendor and Subrecipient Relationships
........................................................................ 38
Contractor
Retainage AcCOUNtING ........cceeuereerierieieeaienieene 212
Six-Month Rule - Encumbering Capital
Construction Funds ........cccccoceeveniiiincnenn. 207
Contracts

Late Contracts Needing Rollforward ...................
Converting Govt’l Leases to Full Accrual
Cost

Capital Construction Costs - Coding and

Capitalization ..........cceeevererereieieeseene 211
Covering Operating Costs - Business Enterprise
Definition .....c..ccoeevirineneieeieeeceeeee 251

Direct Federal Program Costs - ExhibitK ......... 161
Estimates on Central Service Costs for
Intra/Interfund Rec/Payable Confirmations...201
Executory Costs - Exhibit F1 - Capital Leases...142
Federal Assistance Requirements - Allowable Cost

........................................................................ 39
Indirect
ADA Project Cost Recovery .........coceveeneenne. 211
Federal Program Costs - ExhibitK ............... 161
Recovery of Emergency Maintenance Project
COSES .ottt 213
Use of Transfer Accounts........c..cccecevvereneennene. 94
Issuance Cost
Exhibit D - Debt Service Requirements to
MatUIILY ..o 136, 138
Exhibit G - Debt Defeasance............cccceenee. 146

Items >$5,000 Require Fixed Asset Inventory.....88
Labor Data Collection Module - Cost Element

Reference Table ........cccccovevinicreiniinininicnn 50
of Inventory - Year End Closing Under the
Inventory Module.........cccoeverrieienieiieiieieienne 93
Requirement to Standardize Direct Billing Costs -
Quarterly Reporting .........ccccoeeeeeieineneneenne 260
Cost of Goods Sold
Financial Statement Presentation ...................... 120
Cost Sharing Multiple Employer - Pension Footnote
Language ........cocceevieevieenieniecccee e 108
Counterparty - Exhibit N - Investments................... 178
Credit Card........ooeveverieieirireneeeee e 87
Custodial Funds
Index

Carryforward Requirements .............cccccceeerennennee
Rollforward Request Not Required
Custodial Risk - Exhibit N .......ccccoeoiininininene

Cut-off

Calendar Dates ..........ccoeevveeeveeieeeeeeeeeeceeeee e 30
Cut-Off

Calendar Dates ..........ccoovveeeeiiieeeiieeceieeeeieeeee. 29

Quarterly Reporting - Direct Billing Agencies.. 260
Deactivate
Capital Construction Continuing Projects . 209, 210

Carryforward of Custodial Funds.........c..ccc.e...... 61

Carryforward of Federal Funds ...........ccccovvunennen. 60
Debt

Accounts Receivable Aging .........ccoceeveeeenuennee. 86

Accounts Receivable Reporting ..........cccceeeueene 247

Exhibit C - Changes in Long Term Liability ..... 134
Exhibit D - Debt Service Requirements to Maturity

.............................................................. 136, 138
Exhibit E - Revenue Bond Coverage................. 140
Exhibit G - Advance Debt Refunding and

Defeasance.........ooveeveeeueeceeeceeeeeeeeeeee e 146
Financial Statement Treatment.................. 118, 120

Debt Covenant Violations — Exhibit U................... 194
Debt Service
Accruing Lease Payables..........ccccooevevieniniennnnns 105

Debt Service Fund Number
Deceased Payee

Reissuing Warrants...........ccoceevueeeeveereerveneennenns 273
Deductions by Participants

Financial Stmt Presentation.............cccceceveneneee 124
Defeasance - Exhibit G - Advance Debt Refunding

and Defeasance........cccoeceevereeninieiieneenineeee 146
Deferred Gain/Loss

Exhibit G - Debt Refunding and Defeasance..... 146
Deferred Revenue

Changes - Accounting Requirement.................. 111

Exhibit K - Schedule of Federal Assistance ...... 160

Financial Statement Presentation....... 112,114, 116
Deficit Cash Balance

Defined.....cocevieiiiieieieieeeee e 250

Higher Ed Loan and Advance Criteria .............. 253

Loan and Advance Reporting .

Loan and Advance Reporting

Loan or Advance Application............ccecveevennenne 253

Presentation Entries

Suspension of ACHIVILY ...cceveerereneieieeeee 250
Deficit Fund Balance

Overexpenditure Reporting .........cccceeeeceevennennene 69
Deletions

Calendar Dates .......c..cceoevevineninicneicniieneneee 27

Fixed Asset INVentory.........cocceeevvevienienieneeennenne. 88
Dependents

PERA Footnote - Health Care Program............... 109
Depositories

Eligible Financial Institutions...........cccccccceveneee 174
Deposits

Bank Confirmation Form .........ccccccceveevinenes 177

Calendar Dates .......c..cceoeeeevinenenicneicnineneneee 29

Certificates of Deposit on Exhibit M................. 174

Exhibit M - Cash on Hand or Deposited with

Financial Institutions ...........cccecveeevcrenennennne 174
In Agency Bank Accounts..........cceeeeeirineneenne. 89

Page 409



FISCAL PROCEDURES MANUAL

March 2002

Insurance and Collateralization Categories -

EXhibit M ..c.oiiiiiieiiiiecieeeeeee e 174
Loan and Advance Reporting............ccccerveeneee.. 249
With Escrow Agent in Debt Defeasance............ 146
With the State Treasurer..........cococevereeeereneneens 89
Deposits Held in Custody
Cash Flow Stmt Presentation ..........c.ccccevueeueenee. 122
EXhibit C ..ot 134
Depreciation
Cash Flow Statement ...........cccceeeeveerieienieenenne. 110
DP Documents - Processing Deadlines................. 42
Exhibit U Class Lives .......ccceverierienieienieennene. 194
Financial Statement Presentation ....................... 120
Gross Assets Under Lease on Exhibit F1........... 142
Quarterly Reporting .........ccoceevveveeveeninieneneenne. 261
Recording Using Type 24 Accounts .........cceeuene 98
Designee

Delegation of Petty Cash Fund Approvals......... 188
Encumbrance Approvals by Designee with

Contract Signature Authority ..........ccccceeevenne 44
Diagnostic Reports.........coeeveerierienieiececresesene 101
Diagnostic Reports Schedule ..........cccooeevrininnnne. 101
Direct Bill

Accounts Payable Accruals.......c..ccceveevenennennen. 82
Calendar Dates..........cccoveeeerininenieiicncncnene 30
Intra/Interfund Receivable/Payable Confirmation

FOrm...cooiiiiiiiiciiiiccccccccccee 201

Quarterly Reporting ..........oceevvevevecieninveniennenne. 260
Direct Method

Cash Flow Statement ...........c.ccocevereeinenenenne. 110

Cash Flow Statement - Exhibit Q....................... 186
Disbursement

Coding of Federal Funds to Other State Agencies94

Federal Funds - Subrecipient vs Vendor .............. 38

In Excess of Appropriation - Penalty Cites........... 67

Loan and Advance Cash Flow Analysis

Requirements .........ccooceeverieevenieneeienieenenens 253
Disclosure

Agencies Required to Prepare GAAP Financial
StatEMENtS ....cc.eevereeeierieeierieeeeeeee e 107

Exhibit F2 - Future Minimum Lease Payments.. 144

Exhibit I - Certification that Informational
Disclosures Have Been Made Agencies
Required to Prepare GAAP Financial

Statements .......cceeeeeueeeeeiieeeiee e 150
Exhibit M - GASB 3 Cash Disclosures............... 174
Exhibit N - GASB 31 Investments Disclosure...178
Exhibit O - Related Party Transactions.............. 182
Exhibit Q - GASB Cash Flow Disclosures......... 186
Pension Footnote Disclosure References.............. 109
Quarterly Reporting - Variance Disclosure

Requirement...........ccoeevevevieevenieriennnenne. 261, 262

Discount Bonds
EXhibit C....oovviiviieiieeieeeeeeeeeeeeee e 134
Discounts

Exhibit D - Changes in Long Term Debt ...136, 138
Exhibit G - Debt Defeasance - Discount Rate....146

Disposal
Loss on Disposal - Exhibit Q Noncash Transactions
...................................................................... 186
Dispositions
COFRS Year End Reports .......cccceceeveveenenennene 48
Index

FD Documents - Processing Deadlines ............... 42

Fixed Asset Clearing Accont - Quarterly Reporting

Requirements.........cceceecverereenieeeesieneeenenne 261
Disqualification

Exhibit A2 - Changes in the TABOR District ... 130
District

Exhibit A2 - Changes in the TABOR District... 130
Documentation

BDA17R - Automated Booking Documentation. 57

Custodial Funds Carryforwards..........ccccceceruennen. 61

E-mail Use in Rec/Payable Confirmations........ 201

Requirements for Federal Funds Carryforward ... 60

Requirements for Reissuing Expired Warrants.. 271

Rollforward Requirements .............ccccceeeeneee 75,77
VEND Table Changes Requirements................... 39
Donations
Carryforward of Custodial Funds..........c..ccccec... 61
Definition of Federal Assistance ............c..c....... 158
Doubtful
Accounts Receivable Allowance.............. 84, 85, 86
Drawdowns
Calendar Dates .........cccoceevveveriininienenieneneene 29
Cash Deposits With State Treasurer.................... 89
Duplicate
Warrants - Reissuing Expired Warrants Procedures
...................................................................... 275
Earned
Revenue
Accruing Matching Revenue on Continuing
Cap. Construction Projects ............cc....... 210

Affect on Relationship Between Plant and

Capital Construction Funds.....
Expenditure Allocation Process
Reviewing Augmenting Revenue Balances.... 87
Status - Rollforward of Appropriation
Transfer Coding and Balancing...............

Unbilled Receivables.........ccecevervenreneenenne
Service Credit - Pension Footnote Disclosures..... 108
Earning
Exhibit G - Escrow Earnings..........ccccceeeveenene 146
Investment Earning - Loan and Advance
Requirements..........cccocevevenieieinicnencnennn. 249
Rate - Treasurer’s Charges on Loans................. 251
Economic Gain - Exhibit G - Debt Refunding and
Defeasance .........coeveieeeirinieneieeese e 146
Economic Trends - Impact on Cashflow Analysis for
Loans and Advances............ccocevereeieenerenienenne 253
EFT- Electronic Funds Transfer
Cash With the State Treasurer.........c..cceceeeenuennen. 89

Electronic Format - Exhibit Submission
Elimination
Fund 461 Augmenting Revenue/Expenditures of

Higher Education Institutions............c..c....... 213
Presentation Entries - Intrafund
Receivables/Payables... ... 155
SWeep ENtries.....coeevveeeeiiineinienieierieeeeceieiee 93
E-mail Addresses
For Submitting EXhibits ..........ccccevirieninieinns 125
Emergency
Maintenance Projects.........cecueeieveererverieeeennens 213
Spending Authority
1331 ProCesS..cueeueeveeiieierieeieeiieiesieeeeeieeneee 65

Page 410



FISCAL PROCEDURES MANUAL March 2002
Employee Executory Costs - Exhibit F1 - Capital Leases....... 142
Compensated Absences Calculation .................... 90 Exemption
Pension Footnote Disclosure Requirement for Working Capital Loans and
Travel Reporting .........ccceeveevevieriecieneeienieenennes AdVANCES ....voveeereiieieieeeeieeee e 249
Employee Deferral Fees Exhibit R — Petty Cash and Change Funds... ... 188
Financial Stmt Presentation.............cccceceeenuenee. 124 Exhibit Reconciling Balances Report.....
Employees - Cash Flow Statement Presentation..... 122 EXhibits ...ocoeviiiiiiineiieceieecee
Employer Contributions - Financial Statement Agency Exhibit LiSting.......c.ccoccevevenvienenienenne
Presentation..........coccoeeeeeecninenieiiincneneeee 124 COFRS Reconciling Balances Report
Encumbrances Confirmation Form - Receivables/Payables ...... 200
Accruals and Reversals ..........ccoceoeineninenennne 260 DUue Dates ......oceevveuieeiiirieiieeeeeeeeeeeeees
Calendar Dates...........cooovvveveeeeiiieeeeeeeennen. 217,30 EXhibit Al cooviiieiiiiieeeee e
Continuation of Expiring Capital Construction Exhibit A2 ...
ADPPrOPriations .........ceceevereereeeeerenenieneneeneas Exhibit B
EPS and the RO Transaction...........ccccccecenueueeee. Exhibit C
Lapse Or ROIL POS .....occeeviiriiiiieiciene Exhibit D
Period 12 BDAO1-Encumbrance Listing Exhibit E
Recording Without Appropriation.............c..c....... Exhibit F1 - Capital Leases ........c.cccccccecerenennene
Rollforward Requests.........ccoevvereeieriereenienieiene Exhibit F2 - Operating Leases....
Enterprise Exhibit G - Debt Defeasance
Exhibit A2 - Status and Changes Under TABOR Exhibit H - Proposed Postclosing Adjmts. ........ 148
...................................................................... 130 Exhibit I - Letter of Certification....................... 150
Loans and Advances ............cocceeeveveincnenenene. 251 Exhibit J - Financial Stmt Reconciliation.......... 152
Enterprise Funds Exhibit J Data Report ........ccccevuerieneneenineeiene 103
Recording Fixed ASSets......cceevvevevveneeieniereenene 88 Exhibit K - Federal Assistance...... .. 158
Entities Exhibit L - Contingent Liabilities...... 172
Exhibit K - Subrecipient Reporting............ 158, 160 Exhibit M - Cash ....c.ccceovvvrinennene .. 174
EPS Bank Confirmation Form... .. 176
Capital Construction Requirements for Roll Over Exhibit N - Investments....... .. 178
PIOCESS ...onvveniiciiceieiceecereeeee e 206 Exhibit O - Related Parties............. .. 182
Changing New Year Account Coding on PORA for Exhibit P - Accounting Estimates...... .. 184
ROIIS v ....46 Exhibit Q - Noncash Transactions..................... 186
Purchase Order Roll Process.........ccccovecevinennnnee 46 Exhibit S — Changes in Short-Term Financing.. 190
Requirements for General/Cash Rollforwards .....77 Exhibit T — Segment Reporting...........ccceeueennenne 192
Requisitions & Purchase Orders Before Fiscal Year Exhibit U — Other Disclosures............cc.coccevenee
OPECIIS wenvieneeieeiecieeieeteete e et eaeeee e eaesseesse e 44 Exhibit V — HE Cash Flow Stmt ...
RX Documents - Processing Deadline ................. 42 File Naming Convention ............ccoceeeeerveeeennenns
Equipment Filing by E-mail .....cccoooiiiiiiiiieee
Exhibit F1 Filing on DisK......coooviiiiiiiiiieeeeceee
Contingent Rentals .........ccccooceevereniincniennn. 142 Expenditure
Reporting Gross Assets Under Lease............. 142 Accounts Payable Accruals ..........cccceeveneneennnne. 82
Exhibit F2 - Contingent Rentals...............c......... 144 Accounts Receivable Allowancing and Write-Off
Financial Statement Presentation ....... T12, 114, 116 ettt e e et 86
Restrictions on Object Coding in Capital Accounts Type 23 and 24 ........cccceevveeveveererennenne. 98
Construction Fund.........c.ccoeveiiinnininenne 211 Allocation Algorithm for Determining
Six-Month Rule........cccooeiiiiiniieieeee 207 OvereXpenditures. .......c..ooerereereeeeereesenieeenes 70
Equity Capital Construction Carryforward ................... 210
Financial Statement Presentation113, 115, 117, 120 Capital Construction Fund...........cccceveevinenns 205
Escrow Capital Construction Fund - Allowed Object Codes
Exhibit G - Reporting Outstanding Defeased Debt Lo 211
...................................................................... 146 Capital Construction Retainage Accounting...... 212
Estimates Diagnostic REPOItS ......cceevvereveieeieierieeienieeienns 101
Consumable Inventory .........cccceevveeveveecveneecieniene 92 Federal Awards ..........ccoovvvvvviiiiiiiicnnen, 158, 161
DPA Direct Billing Estimates ...........ccccccevuenee. 202 Financial Statement Presentation............... 110, 118
Exhibit I - Letter of Certification ...................... 150 Impact on Sweep Entries.........ccccocevereiiincnenene 93
Exhibit P- Major Accounting Estimates............. 184 Impact on Sweep Entry .... .. 212
Exception Reports Lease ACCOUNTING ....c.eeveeuerieerieniinienieeieieeiene 104
SCO DiagnostiCs .....c.ceueeverreeieriirienieeiereeseeeens 101 Quarterly Reporting..........cccceevvevienieneenienieeeens 259
Excess Payable Accruals - Clearing...........ccccocceveueee 82 Rent Increases
Exchange Transactions Travel Reporting..........ccevveeverieevienieneeieneenens 243
Exhibit Q - Noncash Transactions..................... 186 Expense
TTanSTers ..o..ooveeeieeeieee e 94 Account Types 23 and 24 ..........cocceveviricnennenne. 98
Index Page 411




FISCAL PROCEDURES MANUAL March 2002
Accounts Receivable Write-Off ..............cccocenneee 86 Federal Assistance - Exhibit K..........ccccccoceeeeei. 159
Deferred Gain/Loss as Adjustment of Interest FICA Tax - Treatment in Compensated Absences
EXPENSE ..cveviieieiieiirieeiereeeee e 146 ACCTUAL .o 90
Financial Statement Presentation........ 110, 120, 124 Financial Institutions for Loan Loss
Interest Expense on Treasury Loans .................. 254 Cash Flow Stmt Presentation

Prepaid ..oo.ooveeeeee e 91
Travel Report ......ccccevveveeienirienieenceieeeene, 243

Expense Budgets.........ooevierenienienenieneneeeseeee 58
EB Documents-Processing Deadlines.... .42
PO and RQ Roll Problems ...........ccccoevvevirirrennnnn. 45
Requirement for POs & RQs Before Year Opens 43

Expiring Capital Construction Projects........... 205, 208

EXpiring Warrants........c.cceceeveeveneneenieneeneneneenne. 103

Extension of Payables............cccoerineiniiiniiiee 82

External Bank Account...........cccocevevienveieinenennene. 281

Extracts - COFRS Data..........ccocoeoeeveeeineeenne. 98, 100

Extraordinary Items
Exhibit U..c..ccoovininiiiiinneccccnceee 194

FASB - Lease Accounting Citations.
FASB - Related Party Citations .............cceeverveennenee.
FDIC

Bank Account Confirmation -Exhibit M............ 174
Federal
Accruing Matching Revenue on Continuing Cap.
Construction Projects .........coceeveveeceenereennene 210
Allocating Travel Expense by Funding Source..245
Assistance - Exhibit K........cococooeniiinninenns 158
Billings - Quarterly Reporting Requirements.....259
Budget - Presence Control .............. ....40
Cash Drawdown Timing at Close ... ....89
Clearing Excess Payable Accruals ................ ....83
Detail Option in Budget Shell Documents............ 56
Expenditures - Allocations Determining
Overexpenditures ..........cocoevveveeeererenrennennes 70
Expenditures Unsupported by Revenue................ 67
Expired Warrants Procedures............ccccvervrennnne. 274

EXPW Table Requirements - Expired Warrants 103
Funds - Rollforward Request Not Required......... 75

Funds Appropriated as Cash .........cccceoeririneenne 58

Funds Carryforward ...........ccocevinieninieneninnene 60

Funds Treatment in Reissuing Expired Warrants
...................................................................... 103

Grants - Financial Statement Presentation .118, 120
GXCWEF Indicator in Budget Shell Documents ...56
Indirect Cost - ADA Project Cost Recovery ......211

Loan & Advance Requirements............c.cc..c...... 253

Long Bill BoOKING .......cceoeiiiiiinieieieeiereee 57

Obligation Ledger Table - List of COFRS
Initialized Tables........ccccoceveveriecinininicne

Pass-through Expenditure Coding
Payments - Financial Statement Presentation..... 118

Programs - Working Capital Advances.............. 252
Receivable Reporting...........cceevvevevieneeennnnne. 84, 85
Revenue - Augmenting Revenue Accruals........... 87
Specifying Vendor/Subrecipient Relationship and
Account Coding ........ccceeeevuereeienenieneneeiene 38

Taxpayer ID # - Reissuing Expired Warrants ....272
Federal Agencies

Codes Assigned for Exhibit K...........ccccceoenene. 163
Fees for Service

Cash Flow Stmt Presentation ..............cc.ccuveee... 122
FFEL Loans
Index

Financial Statements ............cc.cccceevveecveecneeennnnn

Adjusting and Reclass Entry Deadlines............. 154
Adjusting Entries Defined.............ccccce.. ... 153
Agencies Required to Prepare .............. ... 107
Balancing Intra/Interfund Transfers .................... 93
Calendar Dates .......c..cooevvvevveiiiveeeeeeeennnn. 32,33
Column Presentation Defines Intra vs. Interfund. 94
Controller’s Responsibility to Reveiw............... 152
Defined - EXhibit J....c.cccccooeeeineiniinnicenennes 152
Differences Between Agency and Statewide
StateMENtS ......ceeveeeireieieieieieieeeese e 154
Fiscal Year Cut-Off........cccooeninininninincnne 38
Higher Education Requirement For................... 107
Intra/Interfund Receivable/Payable Balancing .. 200
Letter of Certification -Exhibit I............c...c.... 150
Line Item Account Groupings............cecceeeveneene 109
MCRO1R and MCRO2R Meet Requirement..... 107
Postclosing Adjustments - Exhibit H................. 148
Presentation Entries Defined............ccccoeeeneee 155
Presentation Entry Examples..........cccccoeveeennne 155
Presentation of Duplicate Recording in Funds 37X
and 461 ..o 213
Program Coding Requirement............ccccecevveneeneee 40

Proprietary........c.ccccevevecencnne. .. 110
Purpose of Exhibit J Review ......... .. 152
Reclassification Entries Defined. .. 154
Reconciliation - Exhibit J ..o 152
Related Party Disclosure Requirements - Exhibit O
...................................................................... 182
Requirement to Submit - Exhibit J .................... 152
SCO Variance Analysis.........cccccvevvereervereenenenne. 102
State Controller Approval of Agency Audit
AdJUSTMENLS ...
Suggested PERA Language..........ccccccceuenee

Unbilled Receivable Account Treatment
Fines

Financial Statement Presentation....................... 118
Loan and Advance Cash Flow Analysis
Requirements.........ccoeeevereneenieeeenieseenene. 253
Fixed Asset
Account Group Exempt from Quarterly Reporting
...................................................................... 260
Additions Identified by RSRC..........cccccouerureneenne. 88
Capital Construction Accounting Requirements 211
Capital Lease Considerations ............cccceeueenenne 104
COFRS Module......cccooeeririniniiciicnirinceeee 88
Deletions Identified by RSRC ...........ccccoeevecuennen. 89
Donations Recording..........ccceevvvevveniecienennennens 88

Gross Assets Under Lease — Exhibit F1 ...... .. 142

INVENTOTY ..ottt 88
Inventory Adjustments ............cccceceecereenceneenenne 89
Inventory Not Required for Quarterly Reporting
...................................................................... 261
NonCash Transactions — Exhibit Q ... 186
Record in Account Group.........eceeeverveecvereercvenens 88
Record in Fund.......c.ccoceoeoiininininicee 88

Fixed Asset Acquisition

Page 412



FISCAL PROCEDURES MANUAL March 2002
FA Documents - Processing Deadlines................ 42 Gift
Fixed Asset Modification Carryforward of Custodial Funds...........cccccee... 61
FC Documents - Processing Deadlines ................ 42 Governor
Footnote Capital Construction Long Bill to Be Booked on
Financial Statement Footnote Requirements - SIGNING .eveiiieieieeeeee e 206
PenSIONS ....covevveieieieieiieeee e 108 Financial Responsibility and Accountability Act
GASB 3 Disclosures - Exhibit M....................... L74 e 265
GASB 3 Disclosures Exhibit-M..........cccccceeueeee. 176 Loan and Advance Reporting ... 249
Forms Loan Approval Requirement .............ccccueeueenenns 251
Affidavit for Collection..........ccceecveververieneeienne 272 Overexpenditure Disbursement Approval ........... 67
Agency Exhibit Listing ..........cccevverrenenns 125,126 Overexpenditure Reporting Requirement
Appropriation Transfers and Overexpenditure Overexpenditure Restriction Approval................
Requirements ..........coceeeveereeenencnieneenes 67, 68 Quarterly Reporting Recipient.................
Bank Confirmation............ceccoeveneieincnenenne. 176 Travel Expenses Reporting...........ccceoeeereneeane
Budgetary Rollforwards..........ccccceereenene 77,78, 80 Year End Appropriation Transfer Authority........ 67
Budgetary Transfers and Overexpenditure GPFS
Requirements ........c..cocevvevvevecncninenenne. Calendar Dates - Audit Opinion..........cccccceenueeee 34
Calendar Dates..........c.ccoueceecnncnnee Grant
CCCAS Turnaround.... Calendar Dates - Roll of Account Balances ........ 32
COFRS EXtracts.....c.ccoeeveeverenienieincneneneeeenes Presence Control Over Federal Funds.................. 40
COFRS Extracts Requirements...........c.cccceceeeneee 98 Specifying Vendor/Subrecipient Relationships and
EPS Purchase Order..........cccceoeeevenenecncnineens 44 Account Coding........coceeerereenieeeinineneene 38
Financial Responsibility Compliance......... 265, 266 Grants
Intra/Interfund Rec/Payable Confirmation...82, 200 Account Coding for Vendor/Subrecipient............ 38

Loan and Advance

Loan and Advance Instructions....

Loan and Advance Quick Renewal Instructions254,

255

Rec/Payable Confirmation ...

State Buildings SC4.1 ...........

Unclaimed Property ........cccoceeveneevienennencnnienne
Foundations

Exhibit O — Related Parties.........ccccoeceeevereeennnnne. 182
FTE

APP2 Table .....cooiviiiicieiiieerieeecesese e

Automated Expense Budget Booking ....
Full Accrual Conversion for Leases...........c.ccouc......
Functional Grouping — Fin. Stmt. Presentation....... 119

Funds Excluded from Statewide Fin. Stmts. ............. 96
Furniture
Capital Construction Fund Expenditures............ 211
GAAP
Agencies Required to Prepare Financial Statements
...................................................................... 107
Gain
Exhibit G - Defeasance - Economic Gain .......... 146
Exhibit N - GASB 31 Unrealize Gains............... 178
Gaming
List of COFRS Funds........c.cceoevievenenniinieienee 95
Quarterly Reporting - Required Revenue Accruals
...................................................................... 260
GASB
Cash Disclosure Citations ............ccoeeeeeeeereennene. 176
Cash Risk Catergorization Citations .................. 174

Debt Defeasance Citations ...........ceceeveeeeeneenee. 146

Lease Accounting Citations ......... ....104, 144

Noncash Transactions Citations...........c.cceceeeuene 186

Pension Disclosure Citations ............cccceevveeveiene 109

Risk Management Citations ............cceceevveevennenne 132
GFAAG

Recording Fixed Assets Under Lease ................ 104
GFAAG - General Full Accrual Acct Grp................ 83
Index

Accounts Receivable .........cooceeeveriicieneneenene
Carryforward of Custodial Funds..
Carryforward of Federal Funds ...........cccceveunennen.

Clearing Excess Accounts Payable Accruals....... 83
COFRS List of Initialized Tables............c.ccocue.... 50
Drawdown Deadlines ..........cccceveererreeneeinnenennnn 89
Exhibit K-Federal Assistance Reporting ..... .. 158

Federal Financial Assistance Defined...... ... 158
Federal Funds Appropriated as Cash................... 58
Financial Statement Presentation............... 118, 120
Grant Budget Line - Carried Forward in Ledger
ROIL.coiiiieeeeeeeeeee e

Intra/Interfund Pass-Through Coding..................
Loan/Advance Application...........cccccoeeereneene
Recommended Use of COFRS Modules
Reissuing Expired Warrants...........ccocceeveeueenene
Vendor vs. Subrecipient Determination...............

Working Capital Loans..........ccccoeevevevenencnnennne
Grants and Contracts

Cash Flow Stmt Presentation................ccoceveennes 122
Guarantee

Exhibit L - Contingent Liabilities..................... 172

Federal Assistance - Loan Guarantees............... 158
Health

Financial Statement Functional Grouping of

AGENCICS ..ot 118,119

Health Facilities Authority - Related Parties ..... 182

POT Appropriation..........ccecceecvereevenveeseenuenieennens 57
Health Claims & Premiums

Cash Flow Stmt Presentation............c..ccceeeveennes 122
Hierarchy

Budget Coding........cccceverienieieniniinieeeeeene 53

Calendar Dates ...........coooveeeeiiieieiieeccieeeeeeeeee. 27
Higher Education

Account Type 24 ......ccooieiiniiiiiniiiiiiieniceee, 86

Account Types 23 and 24 .........ccceeeveeveienieennnne. 98

Accounts Receivable

Customer ACCOUNtS.........cccveeevuveeeeirieeeiieeeenns 84

Page 413



FISCAL PROCEDURES MANUAL

March 2002

Interagency Receivables.........c..cccceverencnnennee 84
Loans and Notes Receivable ...
Other Receivables ...........cccoeevveeveennnns ....85

Receivables from Other Governments ............ 85
Student Loans - Long Term Receivables Over
One Year ..............

Student Receivables
Accounts Receivable Write-Offs/Bad Debt

EXPense ......coceeviiiieiiiniiiiiiciiiciceee 86
Appropriation

Determining Overexpenditures .............ocuevene 70
Budget

Activating Appropriation Codes With $0 APs 60

Determining Overexpenditures ...............c....... 70
Calendar Dates...........ccoeeeeeeiieeciieceeieeeenee. 30, 33
Capital Construction

Accounting Standard No. 9 Retainage .......... 212

ADA Project Requirements.............ccceenene. 210

ADA Projects in Agency ECB....................... 213

DPA Appropriated Emergency Maintenance

ProOjectS..c.ccereeeieceeeeeee e 213

Relationship Between Funds 461 and 37X....213
Statewide Treatment of Duplicate Recording in
Funds 461 & 37X ...ooveoineenviencineicenee 213
Chart of Accounts - Transfer Acronym.............. 323
Compensated Absences
Retirement Programs Other Than PERA &

Exhibit V-Cash Flow Stmt
Financial Responsibility and Accountability Act -

Reporting Requirements............ccccecereeeenen. 265
Financial Statements
Accounting Standard No. 17 ........cccceveenene. 107

Adjusting and Reclass Entry Deadlines......... 154
Debt Defeasance - Exemption from Deferring

Gain/Loss Recognition...........c.ecevveeevennene 146
Exhibit ] Requirement..........c.cccoecvevverennennen. 152
Postclosing Entry Definitions............c.ccccue. 153
Presentation Entries - Definitions and Examples

.................................................................. 155
Requirements ..........cccceveeveneenieneniiencneennns 107

Statewide Line Item Account Groupings ...... 109
Intra/Interfund Rec/Payable Confirmation Process

...................................................................... 201
Loans & Advances
Additional Higher Education Criteria and
Guidelines ........cceeeerineneieeiscreee 253
Working Capital Loan Eligibility.................. 252
Open/Close Instructions Introduction .................. 11
Processing Deadlines for IT Transactions............ 82
Quarterly Reporting
COFRS Grant and Job Cost Modules Use Not
Required......coocveveecieniiieceeeeeeeeee,

List of Funds Required to Comply ...
Subrecipient Grant Receipt Coding......................
Highway
Fund Numbers........ccccoeeveoieininenienieiececnceeene 94
Highway Users Tax Fund
Quarterly Reporting Accrual Requirements..260
Inactivated
Capital Construction Appropriation Carryforwards

Capital Construction Projects — Six Month Rule208

Inception
Capital Lease Accounting in Year One.............. 104
NonCash Transactions - Operating Lease ......... 186
Income

Investment — Exhibit N...........
Taxes — Quarterly Reporting
Income from Property

Cash Flow Stmt Presentation...........c.ccccveeveenenns 123
Incurred
Allocation of Expenditures for Quarterly Reporting
...................................................................... 259
Bond Issuance Costs........ccoeerererieieenerienieeane 146
NonReimbursable Cost Not Valid Receivables... 85
Travel COStS.....eevirieieniieienieeieeeete e 243
Indirect
Cost
ADA Project Cost Recovery.........ccoeveuennne 211
Budgetary Transfers
Exhibit K ..o
Recovery for Emergency Maintenance Projects
................................................................. 213
Indirect Cost
Federal Assistance - Exhibit K........c..ccccceceiene 159
Inflation
Affect on Lease Accounting..........ccceeeevveeuvennenne 144
Infopac
Diagnostic Report Availability...........ccccocenenee 101
GNL21R Availability Date..
OVvereXpenditlres. .........coveeeeeeereenienieceeseeeeseenees
Retention and Archiving Policies - Year End
REPOTLS .o 46
Interagency
Clearing ACCOUNL........cccueriereeiieieieneeieieeieee 261
IT Documents - Processing Deadlines................. 42
Interagency Receivables/Payables..........c.cccoevenenne 200
Interdepartment
Closing Out a Fund.........ccccoceeviniiiincnnininens 105
Transfer Coding.........ccceoveerinenenenececreseees 96
Interest
Cash Balance Distribution and Interest Calculation
........................................................................ 89
Effective Interest Method — Operating Leases... 144
Exhibit E —Revenue Bond Coverage ................. 140

Exhibit F1 — Capital Leases
Exhibit G — Defeased Debt..........cccceoeririinencne
Exhibit K — Interest Subsidies ..........cccecevereneee
Financial Statement Presentation...
Lease Accounting..........ccccevveeueenne.
Treatment on Collections’ Reports
Working Capital Loans and Advances ..... 249, 251,

252,254

Interest/Dividends on Investments

Cash Flow Stmt Presentation.............cceeveeveennnns 123
Interfaces

Requirement for Clearing Interface Accounts... 261
Intergovernmental

Coding of Subrecipient Grants ...........ccccceeevennene 39

Financial Statement Presentation............... 118, 120
Intergovernmental Distributions

Cash Flow Stmt Presentation.............cceeveevvennnne 123

Interim Spending Authority

Page 414



FISCAL PROCEDURES MANUAL March 2002
1331 PrOCeSS ..eeuvevienieiieieeieeiesieeeeie st 65 Recurring Entry Requirements.............ccccceeenneee. 49
Inter\Intrafund Land
How to Determine Fund Category Table............. 94 Capital Constr. Fund Expenditures
Internet Exhibit F1 — Capital Leases...............
A-133 WEDSILe ..o 39 Recording Capital Construction .............ccceu.e.
Catalog of Federal Domestic Assistance Website Lapse
...................................................................... 160 Planning Checklist — Encumbrance Roll ....... 18, 19
Internet - SCO Web Page Address.......cccccevueeneenne. 321 Pre/Encumbrance Default..........cccceveeienennennen.
Intra/Interfund Receivable/Payable Confirmation Purchase Order Roll Instructions
FOrme....ooooiiiiiiicce e 200 Lawsuit
Intrafund Transfers Contingent Liabilities - Exhibit L...................... 172
Cash Flow Stmt Presentation .............ccccecevueneeee. 123 Lease
Intra\Interfund Cancelable Leases ........cocecvvereneneinencieene 144
How to Determine Fund Category Table ............ 94 Capital Lease Accounting in Govt’l Funds........ 104
Inventory Contingent and Sublease Rentals............... 142, 144
Consumables .........cooueririenenienieieeneeeeeeee 91 EXecutory COStS......cevueruierienieeieniieienieeeesieeieee 142
Fixed ASSCLS..cc.eeiireieiiniieierieeieieeeere e 88 Exhibit F1 Schedule of Capital Leases.............. 142
IA Documents Processing Deadlines.................... 42 Exhibit F2 - Schedule of Operating Leases ....... 144
Planning Checklist Financial Statement Presentation....... 112,116, 119
Inventory Module (INV).....cccoevieririeiieieieeeieee 92 Prepaid EXpenses........cocvevvevievieneeieneeienieeeenens 91
Investment Income Reporting Noncash Transactions...........c.cccc..... 186
Financial Stmt Presentation.............cccccceeevuenee. 124 Scheduled Rent Increases..........ccceceeeeeeeeneenene. 144
Investment Trust Leases
Financial Statement Presentation ...................... 123 Converting to Full Accrual..........ccccooceevininnes 105
Investments Ledger
Exhibit N - GASB 31 ....oooiiiiiiieeeeeeeee, 178 Account Types 23 & 24......oovveveivieiiieieieenne. 98
Financial Statement Presentation........ 112,114, 116 Accounts. Receivable Write-Off ..............c.......... 86
Requirements on Changes in the State’s Cash .....40 Exhibit H — Proposed Postclosing Entry...... ... 148

Invoice
Advance EPS Purchase Orders .........cccocecvveeneee
Documents - Processing Deadlines .

Planning CheckIist ........ccceverieninienienienieieeiee
IT
Transactions with Higher Ed Institutions............. 82
JA
Approval Requirements ............cccceevereecrenerenennns 40
Automated Sweep Process........ocevevvevienieienns 212
Distributing Cash Receipts Between Funds ......... 89
Followup to Postclosing Entries............cccccueu..... 154
JA Documents - Calendar Dates .................... 31, 32
JA Documents - Processing Deadlines................. 42
JBC
Quarterly Reporting Requirements .................... 261
Quarterly Reporting Summary ..........c.cceeuveeene.. 262
Job
Descriptions — Financial Responsibility
ComPlianCe ........coeeeeuerienienieeieeeee e 266
JCLT Table — New Year Dating .........ccccceeeueennee. 92
Joint Budget Committee ................... ... 70
Loan & Advance Reporting ..........ccccccecevenueneee. 249
Quarterly Reporting .........cccceevvevvevieninieniennenne. 261
Travel Reporting .........cccecveeveviereiesieneeienieenennes 243
Journal Voucher
Accounting Requirement ............ccceceeeeerenenenne 111
Y
Accounts Payable Accruals.......c..cccceveevenennennen. 82
Accruals for Quarterly Reporting.........c.cceceeueene 260
Agency Coding for Revenue Accruals by DOR...61
Attributes of Account Types 23 & 24 .................. 98
Calendar Dates..........coeoveererininenieieencscene 31
Distributing Cash Receipts Between Funds ......... 89
JV Documents - Processing Deadlines................. 42
Index

Exhibit LiSting.......ccoeoeeeiniieneeeeecreiene 126

FOBL - List of COFRS Initialized Tables........... 50

Inventory Close Procedures..........ccccooeeveeniennennene 92

SOBL - List of COFRS Initialized Tables........... 51
Ledgers

Roll of Balances into New Year..........ccccoccvueneee. 41
Legislative

Assigned Rollforward Numbers.............cccueeneee.. 76

Audit Committee — Loan & Advance Report.... 249

Audit Committee — Travel Report.................... 243

Closing Procedures Applicable

Federal Funds Appropriated as Cash................... 58

Intent —Rollforwards..........cccceocerienenenienenienen. 75

Special Bills

Recording ......ccoocvvevininininiciiiiiincee 60

Liabilities

Closing a Fund ........cccoeevevievvenienieieceeeeeeene 105

Exhibit D — Debt Service to Maturity........ 136, 138

Exhibit L — Contingent Liabilities..................... 172

Financial Responsibility Compliance................ 266

Financial Statement Presentation....... 112,114, 116
Library Books —Exhibit F1

Reporting Gross Assets Under Lease ................ 142
Limits

Receivables — Other GOV’tS.....c.ccoevveeeireneneennn. 85

Transfer and Overexpenditure..........c.cccceoveeeenene 67
Liquidation

Date on Rollforward Requests.........cccceceeveruenen. 77

Rollforward Requests ........ccceceverieneneenienienene 80
Loan

Account Type 23 .....ccoiviiiiiniiiinieiccciceee, 98

Application FOrm .........c.cceevvevvevieneeeenienienenns 256

Application INStructions ..........c.eceeeevverreeeernenns 254

Application Processing..........cccceereeveeereneneennns 253

Page 415



FISCAL PROCEDURES MANUAL March 2002
Application Review Criteria..........cccoecvevveeueeeene Emergency Projects.........ccooevevirienencenenieienns 213
CSLP — Required Financial Statements ... Executory Costs of Lease ...........ccccoueuueee. .. 142
Eligibility Requirements ............cccceevevereeennnne. Major Accounting Estimates — Exhibit P 184
Exclude Student Loans from Student Receivables Mandatory/Non-Mandatory Transfers

........................................................................ 84 Diagnostic Reports Availability ........................ 101
Exhibit K Federal Assistance Requirements....... 158 Manual
Exhibit Q — NonCash Transactions.................... 186 No Automation of Pre-encumbrance Roll ........... 45
Federal Assistance - Exhibit K...........cccccoceeeenne. 159 References
Receivable - Accounts Receivable Allowance and COFRS Users Manual .........c.ccceeeeevincnenene. 54
WIItEe-Off ..o 86 Contract Procedures and Management ........... 38
Receivable Reporting..........cceceeeveeveriervenieeeennens 84 Manual APs — Cap. Constr. Booking ..................... 205
Statutory Reporting Requirement....................... 249 Manual Warrant
Student Loan Fund Numbers Dept of Revenue Collections for Other Agencies 61
Student Loans Receivable Reporting ................... 85 MW Documents - Processing Deadlines ............. 42
When Required .......ccccooeevereinininiienieieiceiee 251 Market
Working Capital.......cccceceeverieniniininieiinceiee 251 Investments At - Exhibit N.......c.ccoocovininnnns 178

Loans and Advances Market Price
Application Form.........ccccocvininiiinnininincnenne Investment Valuation - Exhibit N..........c..c..c..... 178
Application Processing Requirement to Disclose Other Valuation Methods
Policy Statement ......ccoevveveviencieiiecierencenee . 249 e e 179
Reporting Requirement.............ccoceoeieenenenee. 249 Matching Accounts Receivable/Payable ................ 200
Year End Requirement.............ccoceveveocnininennns 40 Matching Funds

Long Bill Accruing Augmenting Revenue ...........c.cccceeueeee. 87
Booking Capital Construction Projects - Accruing Matching

ADNT Table and Document Numbering ........ 56 Revenue.......ccoooveviiiiiniie, 210
BDA18R Report and SCO Reconciliation ......57 Material

Expense Budgets ........ccooeeveriieienienieieeieiene 58 Contingent Liabilities - Exhibit L...................... 172
Federal Funds......... .57 Criteria for Postclosing Entries

Overview.. e
Policies.....cccccvevennenee. .57
POT Appropriation....

Shell Documents .... ....56

Tables...c.coeviriieieiceee e 55
Capital Construction Carryforwards .................. 208
Capital Construction Requirements.................... 206
Centrally Defined Codes Based on First Introduced

COPY cevteneeenteeeite ettt e snee e
Coding Hierarchy ..........cccoeoevireneneenicencieens
Determining Overexpenditures
Effective Date - Capital Construction ................ 206

Expenditures Prior to Recording...........cccccecuennne

List of COFRS Initialized Tables....

NYTI Table Process.........cccoceveneieenincnenenne.

Overexpenditure Diagnostic Reports ................. 101

Related COFRS Tables

Spending Authority Indicators...........ccccoeeruenee. 55
Long-Term Liabilities

EXhibit C ..o 134
Lottery

Assigned Rollforward Numbers............ccccceenenee.

Financial Statements Required...............

Fund Number —CAFR Classification
Lottery Commissions

Cash Flow Stmt Presentation ............cccceeveevene. 122
Lump Sum Booking of Capital Constr. Appropriation

................................................................... 207,208
M Exhibit.....c.cooeevierieieiierieieneas See Exhibit M Cash
M1 Payroll

Calendar Dates ..........c.ocoeevveevreenieeieeeieeenns 29,31
Maintenance

Agreements — Prepaids.........cocveveieniecienennenen. 91

Controlled Maintenance — Form SC4.1.............. 206
Index

Exhibit J ENtries ........cccoeeveeveeeeieeieeeeeeieeeens
Loss, Obsolescence, and Seasonal Variations -

Quarterly Reporting.........cccoeeeveneevienennenne. 261
Quarterly Reporting - Variance Disclosure
Statements ........cccoeceevierieviiniiiiienieeeeeee 262
Related Party Transactions - Exhibit O ............. 182
Materiality
Exhibit A1 Threshold...........cocooceoeiiinininenne 128
Exhibit A2 Threshold...........cccooceveiiinininennne 130
Exhibit H Threshold ..........ccooeiiieiiiiiiiene 148
Exhibit J Considerations............ccoceeeeeerenenenne 155
Maturity
Debt Service Requirements - Exhibit D .... 136, 138
GASB 31 Requirements - Exhibit N ................. 178
MCRO1
Exhibit I Letter of Certification..........c..c.cceueuee 150

Financial Statements Requirement....
Identifying Cash Deficits
Meeting Quarterly Reporting Requirements...... 261

Medicare — PERA Footnote Disclosures .................. 109
Medicare Tax - Treatment in Compensated Absences
ACCTUAL ... 90
Member Contributions
Financial Stmt Presentation...............cc.ccoeeueenne. 124
Memorandum
JBC, OSPB, SCO Joint Policy on
OvereXpenditures. .........oeeeereeieeeereenenieenes 70
OSPB, SCO, DOT Joint Memo on Loans &
AdVaAnCes .......oceeeeeiiiieeeece e 249
Methodology
Determining Overexpenditures............ccccecerueneee. 70
Sick & Annual Leave Accrual............cccocevveennenne 90
Microfiche
Calendar Dates ...........coovveeeviiieeecieeeciee e, 32

Page 416



FISCAL PROCEDURES MANUAL March 2002

Miles EXDibit C .ovoveiiieiiece e 134
Travel Report .......cceevveveevienienieneeieieiene 243,245 Object

Misclassification Code Specific Directives 86, 94, 104, 105, 243, 244
Exhibit A1 - TABOR Base Year Adjustments...128 Coding Requirements — Cap. Construction ....... 211

Modify OBIJT, O*** — List of Initialized COFRS Tables 50
Agency Defined Tables.........cccooeveneiecincinenne. 49 Pre-Audit Sensitive Codes..........cocevereerirennenee. 41

Modify Transaction Object Codes
Automated Long Bill Booking Capitalizable ObJects........cceeevererienenienieneeneene 88
Inventory Module Closing ....... Obligation
Purchase Order Roll Process.........ccccoecevenennnnee Authority Status OBAS - List of COFRS Initialized

Module References Tables ..cc.evviriieieieee e 50
FiXed ASSEL ..ocvveieeieeieeiieiesieeieie e 88 Federal Ledger FOBL - List of COFRS Initialized
INVENtOTY .oveiiieieieieee e 29,92, 249 TABIES ..o 50

Money Lease —Fin. Stmt Presentation ................... 112,116
Definitions for Reissuing Expired Warrants ...... 272 Other Long Term—Fin. Stmt Presentation.. 112, 116
Expired Warrants Disposition ...........cccevueeueenne. 103 Under Reverse Repo’s —Fin. Stmt Presentation 112,
Requirement on the Deposit of Public Funds.....174 114,116
Transfer Definition..........c.cccceeevenenecninicninenne 94 OMB
Treatment of Cash at June 30..........cccooovvvverennnene. 89 A133 —Exhibit K .....cccooovviiiiiiiiiiienen 158, 159
Working Capital Loan & Advance Criteria........ 251 A133 — Pass Thru Notification..........c.cccecevuenene. 39

Money Market Investments - Exhibit N.................. 178 A133 — Subrecipient ........ccceerereereeeeresesenes 38

Monitoring Opinion
Subrecipient Grant Relationship ..........ccccceeeueeee. 39 Calendar Dates .........cccoceeieneeienenieneneeneeeene 34

Mortgages Payable Effect on Postclosing Followup..........ccccceeenene 148
EXhibit C..oooveieiiiieieeeeece e 134 Effects of Postclosing Adjustments................... 155

Mutual Funds Option
Risk Classification - Exhibit N.............cccceeueee.. 178 Budget Purchase — Lease........cccoceevereerveeeenenns 142

Net COFRS
Determining Effective Interest and Economic ADNT Table......

Gain/Loss - Exhibit G ......ccocceoeviviiiiiee 146 AFS* Table........
Determining Overexpenditures By Netting APP2 Table....
Augmenting Revenue..........c.ccecceverienenenenne 87 PORL Table.......cccoevvereeiinenieienneen
Financial Statement Presentations Shown Net..112, System Control Tables Initialized
114,116 ORGN Table
JA Approval Requirements Affecting Cash Entries Calendar Dates ........cccoevveveneecieneeieneeiene e 27
........................................................................ 40 List of COFRS Initialized Tables................c....... 51
Restriction’s Impact on Quarterly Reporting OSPB
ReqUIrements ........cceceeereneneneeieiescsieene 260 ADA PIrOJECES ..veeeeenieneeieeiieieieeeeeeie e
Revenues - Exhibit E.........ccccooooiiiiiiiiie 140 Assigned Rollforward Numbers ....

Nominal Accounts Calendar Dates .........cccoceevienenienenieneneeneseene
Exhibit H - Postclosing Adjustments ................. 148 Loans & Advances .........c.ceceeveeieneneeneneenienne
Exhibit J - Subsequent Year Posting Requirements Program Codes

...................................................................... 154 Quarterly Reporting.........cceceveervenieviennene

Nominal Amounts Transfers & Overexpenditures...........ccecvereevenenn
Exhibit O - Related Party Transactions.............. 182 Other

Nonappropriated Capital Construction Projects......211 Cash Flow Stmt Presentation............c.ccccoevueneee 122

Nonappropriated Funds Other Governments
Rollforward.........coceeeevieieniniiinieeeeeeeee 75 Cash Flow Stmt Presentation...........c.ccecevueenenne 122

Noncash Other Sources
Cash Flow Statement - Exhibit Q....................... 186 Cash Flow Stmt Presentation................ccoeeuenes 122
Federal Awards - Exhibit K ........cccccoocveniinieinne 161 Overearned — Overexpenditure Calculation ............. 72

Non-Exempt Overexpenditure
Appropriation Rollforward Request Form ........... 80 Approval/Disapproval Schedule.............cc.c..c...... 68
Revenue - Exhibit A2.......ccccoiiiiiniiiiiiee Basis for Determining...........c.ccoccoeveneircncnenne. 69
Revenue Adjustments - Exhibit Al JBC, OSPB, SCO Joint Policy on

Note OVerexXpenditures. ......ccoevveeeeriereenveneenienne 70
Financial Statement Footnote Requirements......174 Calculation Examples........ccccecceveevieneniieneninennen. 72
Financial Statement Footnote Requirements - Calendar Dates ...........ccccevveeunennen. 29, 30, 31, 32,33

Pensions .....c.cceeveieinieninineceecee 108 Caused by Under Earning of Federal Revenue.... 67
Receivable - Accounts Receivable Allowance and Clearing or Reporting..........ccocceeveevereecvenencnenns 67
WIite-0fT .o 86 Diagnostic Reports Identifying Overexpenditures
Notes Payable e 101
Index Page 417




FISCAL PROCEDURES MANUAL March 2002
Impact of Under Earning Augmenting Revenue ..87 Reissuing Expired Warrants ...........cccccceeveneene 275
Impact on Exhibit H Proposed Postclosing Retainage on Capital Construction.... 212

Adjustment Threshold...........cccceeverieneeennnnne. 148 Transfer Definitions ..........cceeeevvevveneeceenennenens 94
Items Reported to the Governor...........c.cceevennene 69 Vendor Characteristics Under A133.................... 38
Requesting a Budgetary Transfer.............. ....68 Vouchers
Requesting an Appropriation Transfer...... ....68 $0 PV in EPS Purchase Order Roll................. 46
Requesting Authorization............ccccceueeneene ....68 Effect on Accruals .......cocoeveveeviencnienenieniene 82
Required Approvals and Penalties .. .67 Expired Warrants............... ... 103
Requirement to Accrue Payables .... .82 PV Processing Deadlines...........cccccceverennennee 42
Restriction in the Following Year-... ....69 Recurring — REJx Table .......ccccocecvvininincnne 49
Restriction Requirement...........cccceevereecvenieeeennenne 62 Unclaimed Property Reimbursement Form . 272,
Statutory Authority and Limits ..........ccceeveeuvennnee. 67 274
Treatment of Non-appropriated Overexpenditures Unclaimed Property Reimbursement Form .. 272

........................................................................ 69 Warrant Dating.........ccocoveveveininenenenccecnene. 40
Where to Send Request for Approval................... 69 Payroll

OVEREXPENDITURES........ccocovouviiiiniiannnnanne 67-74 Agency Planning Checklist ..........ccccoecvenincennnne. 19

Overhead Appropriation Transfers ...........ccocevevveniereennnne. 68
OHXT Table — Biweekly Posting at Close.........cccceeeveerieneeennnnne. 88

List of COFRS Initialized Tables.................... 50 Budgetary Transfers

Overspent Calendar Dates ........cccoeveveevenieeienienennnnn
Appropriation Transfers..........ccccoocevevevirinennnn. 68 Clearing Account Requirements................ce..... 260
Calendar Dates Overexpenditure Authorization
Overexpenditure Authorization..........cccceeeecvennene 69 PB Documents - Processing Deadlines................ 42
Quarterly Reporting Guidelines .............c.ce...... 260 Quarterly Reporting Requirements.................... 261

Parties Suggested PERA Language .........ccccoocvevverueennnnne. 109
Related —Exhibit O........cccccevinininiiinininiicne 182 Pell Grants

Patient Federal Assistance - Exhibit K .........c.ccccoccoeee 159
Accounts —Exhibit M .........cocooceniniininininiene 174 Pension
Carryforward of Custodial Funds Financial Statement Presentation...

Payables Suggested PERA Disclosure ..........cccccceeeruenene.

461/Plant Fund Relationship.........ccccoceeveneeniene
Abnormal Balances — Qrtrly Rptng....
Accounts Payable Accruals................
Accounts Payable Documentation.............c..c.......
Agency Planning Checklist.................
Calendar Dates.........ccccevveererinnnennne.
Clearing Excess Payable Accruals...........ccccueuen.

Dating of Warrants............cccceceverenenierencneneens

Determining Intra/Interfund Status .....................

Exhibit H — Proposed Postclosing Entries.......... 148
Exhibit J (Presentation Entries)
Exhibit Q — Noncash Entry ....................

Exhibit Reconciling Balances Report................. 102

Financial Statement Presentation ............... 112,116

Rec/Payable Confirmation Form

Retainage on Cap Constr. Projects.............. 205,212

Year End COFRS Reports ......ccccoeveeeeencriiniennns 41
Payment

Account Types 23 & 24 .....oovvvivieiiiiiieeeeeene
Calendar Dates -COFRS EAP Report
Capital Lease Accounting ..........c.cceeeeeerenuennene.

Determining Subrecip./Vendor Relationship ....... 39

Future Capital Lease .......ccecvevevrvevienieiesieennenne. 104
Future Minimum Lease........c.ccocorerevecnenenne. 144
Future Minimum Lease Payments...................... 142
In Transit — Rec/Payable Confirmations ............ 200
Long Term Receivables ........cccooeeeienenienenienene 85
Method of Payment and Federal Assistance ...... 158
Monthly Benefit — PERA Footnote....................... 108
On Principal .....coovveierieienieiecceec e 142
Prior to Budget Booking ...........ccceevevevveniineenenne 40
Recurring Payments and Prepaid Expense........... 91
Index

Per Diem

Travel Reporting.........ccceeveveenienieneneenienieeiene 244
PERA

Comp.Ab. — Percent Expected to Retire.............. 90

Compensated Absences — Annual Leave Accruals

........................................................................ 90

Suggested Footnote Disclosure ................. 108, 109
Perkins Loans

Federal Assistance - Exhibit K ...........c.ccococeeee 159
Permits

Revenue — Fin. Stmt Presentation.............. 118, 120
Personal

Travel Per Diem— Travel Reporting .................. 244

Vehicle Miles — Travel Reporting ..... 243, 244, 245
Personal Property

Reissuing Warrants.........cccoceeererieieenenenencne 272
Personal Representative

Reissuing Warrants...........ccccceveeeenen. 272,273,274
Petty Cash

Agency Planning Checklist .........cccccoeevevieneennnnne. 18

Calendar Dates

ExhibitR ............
Physical Inventory
Planning Checklist
Plant

Fin. Stmt. Presentation ...................... 112,114,116
Plant Fund

Relationship with 461 ........c.ccevieviininiiiieies 213

SCO Diagnostic Reports..........cccceeevveieneeennnne. 102
Pledged Revenues

Exhibit E — Revenue Bond Coverage................ 140
Policy

Page 418



FISCAL PROCEDURES MANUAL March 2002
Accrual of Misc. Fees & Fines.......c.ccocccveeevennnnee 83 Principle Paid on Capital Debt
Automatic Document Numbering ... .37 Cash Flow Stmt Presentation............cceeveeueenenns 123
Budgetary Transfer Documents ...........ccccceeevenene 62 Principles
Correcting TABOR Revenue Errors .................. 128 Generally Accepted Accounting
Encumbrance Lapsing.........ccccceceveneeneencnenenenns 45 Fees & FINes......cocoveeveniiicnenicnciicccceiee
Fiscal Responsibility & Accountability Act....... 266 Quarterly Reporting — Revenues
Investments at Fair Value.........c..ccccoeveivenennne. 178 State Fiscal Rule Accounting — Quarterly Reporting
Loans & AdVaNCeS......ccoccveccvvvnincncceeeenn 289 e 259
Long Bill Recording.... Procedures
Quarterly Reporting ..........ceceevveveevienieienieneenne. Accounts Receivable Allowance & Write Off..... 86
PORA Table Booking New Year Encumbrance on Contracts .. 45
Calendar Dates........cceevecierieeieniieienie e Capital Construction Carryforward ................... 211
Deadline for Changes Cash With State Treasurer
Encumbrance Roll Process.........cccccceeruenueneee 46,47 COFRS Weekly Extract Request..........ccccceenenee. 98
Planning CheckIist ........coceverieninienienieieiieiee 19 Consumable Inventories ...........coceeveveeveenennennen. 91
PORL Table Contract Procedures and Management Manual ... 38
Deadline for Changes.........c..coccvevveveccnvcnenennennne 43 Exhibit J — Reconciling COFRS............ccccoeeee 152
Encumbrance Roll Process.........cc.cccoevveeenne... 45, 47 Fixed Asset Module —DHS.............coooviviininenn. 88
Planning Checklist General/Cash Rollforwards ...........ccccoecirencnenne. 75
Post Flag — Inventory Freeze Table .........c.ccceceeuenee 92 Intra/Interfund Rec/Payable Confirmations....... 201
Postclosing Entries Inventory Module.........ccocvvirininennieiiieeee 92
Effect on EXhibits........cccovvvvviiiiiiiiiiieeeiieeens 125 Loans & Advances ..........cccoeuvenne. 251, 254
Exhibit H — COFRS Errors ......c.ccccevervenenenne. 148 Overexpenditure Authorization ...........ccceceevuennen. 68
Exhibit J — Fin. Stmt. Reconciliation ................. 154 Quarterly Reporting..........ceceveevveneevieniene 260, 262

For Unbilled Receivables.......................

Subsequent Year Followup

Travel Report ......ccceeveeveennnns

Unrealized Gains/LOSSES.........covveevveevreeeireeereeenns
Post-retirement Benefits

Footnote DiScloSUre ...........ccceeveeeeeevveeeneeeneennen. 109
Pre-encumbrance

Calendar Dates...............

Expense Budget Impact

FYEO1 Report and Modification/Roll Process.....46

Recording Without Appropriation...............cc...... 44

Transaction Dating..........cccecveveerievienencvenieeienene 37
Premium

Exhibit D — Debt Srvc to Maturity ............. 136, 138

Exhibit G — Debt Defeasance

Health Care — Pension Footnote...........cccccoeeueee. 109
Premium Bonds

EXhibit C oo 134
Prepaid

Fin. Stmt Presentation..............ceu.... 112,114,116
Presence Budgetary Control

Automated Long Bill Booking.........ccccccceevuennnnee. 58

GFAAG ..ot 89

Nonappropriated Spending Authority ....
Presence Budgetary Control.............ccc....
Price

Exhibit N — Investments.......c..ccccoeeveircnenenene. 178

Reacquisition — Exhibit G — Defeased Debt....... 146
Price Agreement

Agency Planning Checklist

Calendar Dates......................

Encumbrance Roll Process...........cccccevenininicnne

Processing Deadlines

PG Documents ........ccccceeveniinieiiineniiininienene 42
Principal
Capital Lease Accounting ..........ceceeveeevereeennenne. 104
Exhibit E — Revenue Bond Coverage................. 140
Exhibit F1 — Capital Leases .......c.cccceevereeereennene. 142
Index

Reissuing Expired Warrants........ 103, 271, 272, 275
Reporting Compliance — Fin. Responsibility &

Accountability AcCt.......ccceverievieriervenienieienne 265
Travel Expense Report ........ccccvevvveveniennne 243,245
VEND Table —Vendor Duplication ..................... 39

Proceeds
Bond Issuance

Exhibit G — Debt Defeasance........................ 146
Capital Lease

Fin. Stmt. Presentation...........ccccoecvevueeeenene 119
from Sale of Capital Assets

Cash Flow Stmt Presentation........................ 123
from Sale of Investments

Cash Flow Stmt Presentation........................ 123
Issuance of Capital Debt

Cash Flow Stmt Presentation........................ 123

Program
Advance Eligibility.........ccccovinievieninieniniees 252
Codes
Financial Statement Groupings..................... 110
Planning Checklist

When Required........ccoeoveiiininencceeeene
Colorado Student Loan — Req’d Fin. Stmts. ...... 107
Federal

Augmenting Revenue ..........ccccecceveeveneniennen. 87
Exhibit K — Federal Assistance. .. 159
Subrecipient Definition............ccoeevevereieiennenne 38
Health Care — Pension Disclosures......... ... 109
Life Insurance — Pension Disclosures ..... ... 109
List of Initialized Tables..........c.ccocevereeirinennenen. 51
Loans — Accts. Receivable..........c.coocereiiincnnee. 85
Long Bill BooKing.........cccccoeeienereenieneeiene 56, 59
NYTI — New Year Tables.......ccccoeceevereeneninnnene 49
Retirement — Comp. Absences Accrual............... 90
Self Maintaining — Defined for Loans & Advances
...................................................................... 251
Self Maintaining — Loan Eligibility................... 252
Sponsored — Quarterly Reporting...................... 260

Page 419



FISCAL PROCEDURES MANUAL March 2002
Statewide Travel Management — Travel Reporting Capital Construction - Six Month Rule ............. 207
...................................................................... 243 Entering Documents Before Year Opens............. 43
Tax & Vendor Offset - Accounts Receivable....... 86 Modification and Rollover
Project EPS AGENCIeS ...ooveeeveniieiieieiieieeieereee e
Capital Construction ..........ccceceeerereneeeennnn General Instructions
Accruing Augmenting Revenue Non EPS Agencies .......ccceeeveevienceieneneennene
Americans with Disabilities Act Projects......210 Processing Deadlines

Appropriation Available — 3 Years................
Appropriation Available on Passage ....
Budgets ......coooveeiininie
Carryforwards ........ccooeeeverreeeenieneeienie e
Carryforwards ........ccoeeeeverieevenieneeienie e
Central Coding Set By SCO.....
Coding Restrictions
CONtINUING. ....eeveevieiieienieeierieeeere e
Continuing an Expiring Project..
Diagnostic Reports.........ccoeeveivcnicncncnnenne
Duplicate Recording in 461/37X......c.ccoeuneee
Emergency Maintenance Projects
Funding Added to a Project.........ccccevuveunennene
Identifying Expiring/Continuing — CCCAS

Form ..o 208
Non-Appropriated Carryforwards ................. 211
Presence Budgetary Control..........c..cccceeeenenne 40
Project Application SC4.1......ccceevvvereeennnnne. 206

Recording Completed Assets .........c.cceveeneeee. 210
Requirement to Re-establish Annually.......... 208
Restriction Requirement...........cccceecvereerevenene 208
Retainage.......oceoveeeuereinieneeeceecee e 212
SCO Deactivating Appr. Codes.........cc........ 210
Six Month Rule .......cccooceevininiiniiiiiiieee 207
Spending Auth. Indicator for Carryforwards.209
Year End Sweep Entries........cccccoevveviereennnnne. 212
Capital Projects Fund in Quarterly Reporting....262
Expiring
Calendar Dates ........ccccoeevevveiiiveeeeieeeenne. 29, 31
Planning ChecKIist .........coccverieierierienienieiene 20
List of COFRS Tables Initialized..........c.cccceuenee 51
Rollforward of Appropriation .........cccccoceeerereneene 75
Property
Affidavit for Collection of Personal Property ....274
Capital Lease Purchase .........ccceceeveeieniencenenne. 104
Definitions for Reissuing Expired Warrants ...... 272
Exhibit K — Federal Assistance Defined ............ 158
Fin. Stmt Presentation..........c..c.cco...... 112,114, 116
Unclaimed — Reissuing Warrants.............c....... 103
Unclaimed Property Reimbursement Form........ 272
Proprietary
Cash Flow Statement ...........cccceveevenencienennenne. 110
Exhibit G — Amortize Gain/Loss on Refunding.146
Exhibit Q — NonCash Transactions.................... 186
Financial Statement Presentation ...................... 120
Recording A/R Write Off.........ccooeevevircieieienne 86
Scheduled Rent Increases..........coceeeeeereereneeneee 144
Use of Account Type 23 & 24 ....ooeieieveeieee 98
Public Deposit Protection Act.........ccouevueeuenne 174, 282
Purchase of Investments
Cash Flow Stmt Presentation ...........c.ccccocevueueeee. 123

Purchase Order
Automated Quick Edit to Accept Rejected PO Doc.

Index

OFE Documents...........ccceeeeeuieeeciieeeeiieeeeeiieeeenns 42
PC Documents
PD Documents
PO Documents

Requirements
for Appropriation Rollforward........................ 75
for Continuing an Expiring Cap Constr. Approp.
................................................................. 209
for Recurring Entries .......c.coceeveveiienenieniene 49
Purge
Aged Warrants — Agency Planning Checklist ..... 18
Aged Warrants — Calendar Dates ........................ 28
Expired Warrants Process...........ccooerverveeeennenns 271
Expired Warrants Purge Process ...........c.ccoeuee 103
Purchase Order Roll Process .........ccccoeeeeieennnnee. 48
Quarter
Calendar Dates .........cccoceeveeneeienenienenieneeeene 34
Quarter Close
Diagnostic Report Schedule .........cccoeeverieeiennnns 102
Quarterly
Interest Charged on Loans.........ccoceeeveevieueennens 251
QUARTERLY REPORTING

Accrual EXemptions ..........ccoceveveerieencrenenienns
Deadline for Correcting Accounting Errors....... 262

Due within 30 Days

Guidelines ............c....... .
OVEIVIEW ..ottt et eveeeve s
Policy Statement..........cceveeveriievienieneeieeeeiens
Procedures
Revenue/Expenditure Recognition.................... 259
SCO Report Content......cc.eeeeveereereeneeeeneneennes 261
Variance Disclosure Deadline .... .. 262
Variance Disclosure Statement.......................... 261

Rate

Effective Interest — Exhibit G...........cccccovvenenns 146
Federal Matching — Augmenting Revenue........... 87

Interest on Loans ..........ccceeeeeviieeeiieinieeeeieeens
List of COFRS Tables Initialized

Salary — Compensated Absences Accrual............ 90
Real
Account Adjustments — Exhibit H.................... 148

Dollar Projected Cash Flows — Exhibit G....
Realized

Gain/Loss on Investments — Exhibit N............... 178
Receivables

461/Plant Fund Relationship ..........ccccceeveevennenne 213
Accounts Past Due.......c..ccccoeeevininiininiicnennnne. 86
Accrual Requirements ...........cccooerereeeencnenieenne. 83
ACCTUAIS. ... 82
Agency Planning Checklist ..........ccccoecvenencennne. 16
Aging Required .......c..ccocevinininiiniinicninenene
Allowancing & Write Off

Billed —COFRS Year End Reports ...................... 41

Determining Intra/Interfund Status.............c....... 94

Page 420



FISCAL PROCEDURES MANUAL March 2002
Exemption from Submission to Central Collections Confirmation Forms to Receivable/Payable
........................................................................ 87 Accounts........coceeeveeienienieneniienieneecieneennenn. 201
Fees & FINeS ....ocovevenieieiiiiicceccescene 83 Exhibit J - Financial Statement Reconciliation.. 152
Financial Stmt. Presentation............... 112,114,116 Expired Warrants — WREH Table...................... 271
Intra/Interfund Point-in-Time Reports - A/R, Vouchers, and Warr.
Agency Planning Checklist 16, 19, 20 Payable Reconciliation ...........ccccceeeveeeneennene. 41
Calendar Dates ........ccccceveevereenenennne 30, 31, 32 SCO Exhibit Reconciling Balances Report ....... 102

Intra/Interfund Confirmation Process......... 200, 202
NonCash Transactions — Exhibit Q....
Pre-audit Sensitive Account Codes............ccu......
Quarterly Reporting

Abnormal Balances............ccoeveruieierieneennenne.
Reclassification — Exhibit J
Reconciliation to Central Collections...................
Recording and Reporting .........cccceceveeveeneeieniene
Recording Long Term Receivables....
Retainage on Capital Construction.....................
Retainage on Capital Construction.....................
SCO Year End Reports — Exhibit Recon. Balances
SEtlement .......coveevieieeiieieeeee e
Unbilled — Account Use Requirements
WIIte OFfS ovvievieieeiieeee e

...................................................................... 247
Year End Reporting
Aging Required........ccccoevvevvereerenirneennne 83,247
Categories Defined........cccccovvrverienienens 83,247
Receiving Agency — Rec/Payable Confirmations ...200
Receiving Report — Inventory Module...................... 93
Receiving Revenue — Collected by DOR...... 18, 28, 61
Recipient
Determining Vendor/Subrecipient ............c..c....... 39
Federal Awards........ccceeeevevininincniincncnceee 38
Federal Funds Appropriated as Cash.................... 58
Pension Benefits.........coccoeeevininenciincncnee 109

Recipient Agency— Revenues Collected by DOR.....61
Reclassification

Capital Constr. CloSINg ........cccoeverereevreneneeene. 211
Capital Constr. Retainage.........ccccoceeeeveeneeeenne. 212
Eliminating Duplicate Recording in Capital Constr.
Fund ..o 213
Exhibit J — Fin. Stmt Reconciliation . 152, 154, 155,
156
Recognize
Exhibit Q — NonCash Transactions.................... 186
Lease Payments.......c..ccccevereevienenniencnicnennenne. 105
NonCash Federal Assistance.........c..ceceveveeiene 160
Reconcile
Cap. Constr. Budget........ccoceeveerieieninienieeenne, 206
Cash ...oooriiiiiiee
COFRS to Agency Internal Systems
Exhibit J — Fin. Stmt Reconciliation
Exhibit J — Fin. Stmt. Reconciliation ................. 154
Exhibit K — Federal Assistance .............c.cccueu..... 158
Long Bill — Calendar Dates..........

Long Bill BooKing ........c.cccoceveeneniniieneneenne.
Point in Time Reports ........ccccocevevveveinininenenne
Rec/Payable Confirmation Form

SCO Report for Reconciling Exhibits................ 102
SCO Travel Report to COFRS........cccccvvvvvennene 245
Reconciliation
Index

SCO Monthly Budget Reconciliation..................
WR Documents - Processing Deadlines
Reconciliations
Reconciling COFRS to the Client Inventory Report
of Central Collections.............cccuvveeunnenn. 86, 247
Recording
Cap. Constr. Retainage .........cccceeeeverceneneennenne 212
Capital Construction Appropriations................. 206
Capital Leases
Custodial Funds.........cccccevevininincnnininincnenne
Employee Travel .......c..cccocvvivinineciinincncnnne
Expired Warrants Reissue
Intra/Interfund Rec/Payables..........ccccceevieurennnns
Long Bill OVerview.........cccoceeeverienececnesenenes
Long Bill Recording Policy....
Long Bill Shell Documents ..........c.cccceevereenenen.

Prepaid EXPense ........ccoceevueveecienenienenieneneene

Restrictions.............

Special Bills
Recovery

Indirect Cost — ADA Projects........cccecverveeeenens 213
Refunding

Debt Defeasance — Exhibit G ........ccccoevvenienee 146
Refunds

Collections by Dept of Rev for Other Agencies.. 61

Financial Statement Presentation....... 112,114, 116

From the Unclaimed Property Administrator .... 104

Reimbursement by Unclaimed Property.... 272, 274

TABOR - Fin. Stmt Presentation....... 112,114,116
Rehabilitation

Fin. Stmt. Grouping........cccceceeerereeinenerenieene 118

Fin. Stmt. Presentation ............ccceecveeveeerveenenn. 119
Reimbursement

Employee Travel Expense........ccccvvevveevinienienns 244

Exhibit K — Federal Assistance ..

Unclaimed Property

Unclaimed Property — Expired Warrants........... 274
Reissue

Aged Warrants — Agency Planning Checklist ..... 18

Aged Warrants — Calendar Dates .............cc......... 28

Expired Warrants...........c..cccoc..... 103, 272,273,274

Expired Warrants — Calendar Dates .................... 30
Renewal

Loan & Advance Application..........cccceeveeueennenne 254

Loan & Advance Requests...... .. 253

Options — Lease Accounting....... ... 142

Quick — Loan & Advance Form ...........c..ccc..... 254
Rent

Contingent Rentals — Exhibit F1 — Capital Leases

...................................................................... 142

Contingent Rentals — Exhibit F2........................ 144

Fin. Stmt. Presentation ..........ccccccovvvevienieeennnnns 120

Recycled Subrecipient Federal Assistance ........ 158

Scheduled Increases — Exhibit F2...................... 144

Sublease Rentals — Exhibit F1 — Capital Leases 142

Page 421



FISCAL PROCEDURES MANUAL March 2002
Sublease Rentals — Exhibit F2...........ccccoccoeeee. 144 Research & Development
Reports Federal Assistance - Exhibit K..........ccccccoceeeeei. 159
ACCOUNTS RECEIVABLE .........ccoovveeeeeane 247 Reserve
Accounts Receivable Turnaround..............c........ 247 Appropriations — Expend. Allocation................... 70
CAFR ..ot Encumbrances — PO Roll.........cccooeiiiiiiicnnnn. 45
Calendar Dates .........ccc...... Fin. Stmt. Presentation
CCCAS Turnaround Report........ccccevereeruennnnne. Residual
COFRS. ..ot Equity Transfers
Agency Planning Checklist Closing a Fund
Calendar Dates............c.c..... SWeep ENtries.....covevveeieriinieienieieieeeeeceeiene
Encumbrance Roll.........cccccoeevevvveneennnne Responsibility
Fed Funds Carryforward ..........cccoceeevevvieeenene Abnormal Balances ..........ccccceveerieriinienieneennne.
Financial Statement Reconciliation Assigning Closing Tasks
Financial Statements ...........c.cccceeveieienenenene Determining Vendor vs. Subrecip. ........c.cccceruenee. 38
INVENLOTY ... Financial Reporting —State Controller............... 152
Long Bill Booking FINANCIAL RESP. & ACCOUNTABILITY ACT
Point-in-TimMe ...ccoocevvininiriicnninceeen AL s 265
Year End Reports .......coevenveiciicncnincnicne Financial Resp. & Accountability. Act
Diagnostic Calendar Dates........ccoevevvereeienieneeienieeienienne 34
Abnormal Balances...........ccccoeeveninincnienene. 98 Exhibit I — Letter of Certification ................. 150
Agency Planning Checklist ..........ccccoeeeruenee 16 Internal Control Certification ..............ccc...... 93
Calendar Dates Pension DiScloSure ..........ccoeevenenieinencnieniecne 108
Deficit Fund Balance..........cccccoceevereeneninnnenne 69 Restrict
Frequency......occeveeieneneeiinieienecieceeene 101 Calendar Dates .........cccoceevveneriienenieneeieeneeene 33
OVereXpenditures .........eceeeerveeeeniereenieneennenne 67 Cap. Constr. Carryforwards..........cceeeveruieeennenns 210
Transfers ................... ....94 Cap. Constr. Project When Booking Approp..... 206
Exhibit J Data.......cccocevievienieieiieieeeeeeseeeene 103 Cap. Constr. Project When Booking Approp..... 208
Exhibit Reconciling...........ccevveriecienieienienenenne. 102 Federal Appropriated as Cash............cccccevuvrnennene 58
Expired Warrants .........ccccocevveeeeenenenennne 271,272 Federal Carryforwards..........c.ccooeveveicnirinenenen. 60
FINANCIAL RESPONSIBILITY & Overexpenditure Authorization ...........c.ccccecenenee. 69
ACCOUNTABILITY ACT ..o 265 OVereXpenditures. .......ceeeverueeierenieneeeenieneeeens 62
Loan & Advance...... POT Appropriation.........c.cceceecveveeeeneneenieneennens 57
Calendar Dates Subsequent Year Approp. — Overexpenditures.... 69
COFRS CAMO2......ocooviiiniiiciececnicee 251 Restricted Funds
SCO Monthly Internal...........ccceecveverreerennenne 251 Revenue Under Earning ..........cccevvevvevieniennennnns 67
of Federal Monies Restrictions
On Internal Controls........c.cceevverieciererceenieeieiens 93 Effect on Qtrly. Reporting Reqmt.. ................... 260
Quarterly Financial Lease Reporting........oceeveeeiveneneieiecsciene 142
DiStribution ........ccceceeeeerineneeeceeseeee 262 Retainage
Related COFRS Reports........ccceveeeenieniennene Cap. Constr.
SCO DiagnostiCs .....ccueeveereerueeeerienienieneenienee Verifying Balances ..........ccccoecevereenineenee 212
Variance Disclosure Deadline. Capital Construction
QUARTERLY FINANCIAL .............cccccvvcveuennne. Retainage for Capital Construction Projects........... 212
Receiving — Inventory .........cceeeeveevenencvenieeeeiene 93 Retirement
Revenue Source NOte......coovevervieieriesveieeieiene 64 Compensated Absences Accrual...........ccceveneennen. 90
SEFA — Schedule of Expenditures of Federal of Indebtedness
AWALAS .o 158 Exhibit G — Debt Defeasance.............ccc....... 146
Single Audit....cccoeeeeienerieninieneneeeeeeee, 39 Pension Disclosures............coceeeerenienieniene 108, 109
To Pass-Through Entity Required... ....39 Return
Travel Detail ........ccoceoveviicninininiinecnce 245 Federal Funds Overaccrued............cccccoeevcnenene. 83
Travel EXPense.......ccoevveeviereenienieesieneeieseeeeene 243 Stock — Inventory Module Closing............ccc...... 92
Travel Summarized Turnaround ........................ 245 Stock — SN Document Processing Deadlines ...... 42
Turnaround Travel Returned
Calendar Dates ........c.ccocevereeeeencrenene Checks — COFRS Clearing Accounts................. 261
UNCOMMITTED CASH RESERVES REVA
Variance Analysis .......cocceeereerieniriienenens List of COFRS Initialized Tables...........c.cccun.c. 51
Calendar Dates .........coceveeienirienienienieeieiene Revenue
Repurchase Adjustments
Agreements — Fin. Stmt Presentation. 112, 114, 116 Exhibit J Fin. Stmt. Reconciliation............... 153
Agreements — Investment Risk Categories......... 178 Agency Funds —Fund Numbers..........c.cccccuveneeee. 96
Research Agency Planning Checklist .........c.cccoevennnnen. 16, 18
Loan & Advance Definitions ...........cccccceceveenene. 250 Annotation — TA Transaction Limitations........... 62
Index Page 422




FISCAL PROCEDURES MANUAL

March 2002

Assigned Rollforward Numbers............ccccceeeneee 76
Augmenting and Expenditure Allocation............. 70
Bond Coverage — Exh. E.....cccoooveiieiiiiniinne,

Calendar Dates...................
Cap. Constr. Augmenting
Cap.Constr. Fund Duplication Entries ............... 213
Changes in TABOR Classification — Exh Al ....128
Changes in TABOR Exemption — Exh A2......... 130

Clearing Excess Payable Accruals ............ccceu... 83
Coding
Future Capital Lease Payments............. 104, 105
Residual Equity Transfers...........ccecevvevenene 105
TABOR Sensitivity
Vendor vs. Subrecipient.........c.ccceeeeerineneenee. 39
Cutoff Requirement...........coceevvereeeeneneeneneenenne 38
Deferred

Financial Statement Presentation .. 112, 114, 116
Effect on Overexpenditures...........c.cccecevveruennennene
Exhibit P Major Accounting Estimates....
Federal and Expenditure Allocation.....................
Federal Funds Carryforward ...........cccccoevirinenenne
Federal Funds to Report on Exhibit K................

Financial Statement Presentation ....... 110, 118, 120
Impact on Sweep Entry .....cocevevieveniniiencnnenne. 212
Intergovernmental

Financial Statement Presentation
List of COFRS Tables Initialized...................

Loan & Advance

Activity Definitions..........ccoceveeeeieencnenenee 251

Cash Flow Analysis.......c.ccoceverevininicnineenne 253
Long Bill Booking Shell Documents ............. 56,57
Memo ENtries......coceevueeeerienieenieniieieneneeeeeeiee 96
Other

Financial Statement Presentation .................. 118
Presentation Entries

Exhibit J Fin. Stmt. Reconciliation................ 155
Quarterly Reporting

Abnormal Balance Requirements.................. 261

Accrual Requirements..........cccccceenueneee 259, 260
RB Documents Processing Deadlines................... 42

Rec/Payable Confirmations — Dept. of Rev........ 200
Reclassifications

Exhibit J Fin. Stmt. Reconciliation................ 154
Recording Accounts Receivable ..........ccccvevenenne 83
Recording Accounts Receivable Allowance ........ 86
Recording Augmenting ...........c.ccoeveeeeeeeereenenens 87
Reversion of Expired Warrants..............cccceuenee... 104
Sweep Entry Calculations ..........cccceoeeeevienennnne. 93

Transfer Definitions............... ....94

UnderEarning — Overexpenditures..............c....... 67

Unrealized Gains/LOSSeS.......ccceevereereeerereieienne 178
Revenue Bonds

Loan & Advance Qualifiers ..........ccoeevvvverueennenne. 252
Revenue Source Codes

Pre-Audit Sensitive Account Codes.................... 41

Requirements for Long Bill Shell Transactions ...56

Subrecipient Grant Recording...........c.cc..... 94, 158
REVENUE SOURCE NOTE

ANNOTATIONS PROCEDURES..........ccccoveuene. 63

Recording Annotations .............cceeeveveeevenreeeennens 63

REPOTt .o 64

Revenues Collected by DOR for Other Agencies.....61

Index

Reversal
Interim Spending Authority........c..coccoveveencnnenne.
Quarterly Reporting — Accruals
Rec/Payable Confirmations — Actual Charges... 202
Reversions
Agency Planning Checklist ....
Calendar Dates .............c.........
Capital Construction Projects.....
Expired Cap. Constr. Projects.....

Expired Warrants..........cccocevevenevecincnienenennene
Risk

Exhibit B — Financing & Insurance.................... 132

OSA Letter ..ooeevviieeiiieeeee e 11
Risk Classification

Bank Confirmation Form ...............ccceeeiieenn. 176

Calendar Dates

Exhibit M — Cash...........ccoeovvieviiieiiiieeieeeee 174

Exhibit N — Investments ...........cccccoevvveeeineeeenns 178
Roll

Fund Balance — Sweep Entries.........cccoceevennnnen. 93

Nonappropriated Fund Balance — Cap. Constr. . 212
Roll

Appropriation Roll Types.......cccceceevevienieneeeenne. 77
Roll B/S Accounts..........ccoovveeeiieieiieeeciieceeeeee. 41

Calendar Dates ..........cceevieereeiieeiieeeieereeciee e 32
Roll Encumbrance

Calendar Dates ..........ccoeevveeereeieeeciieeieecreeeeee e 30

Cap. Constr. ACCOUNtING ....c.eevreererrererereneeienns 206
Roll Encumbrances

Effect on General/Cash Rollforwards.................. 77

EPS SPecifics ......ooeeienerieniiieicneeiesceiee
NonEPS Specifics

PORL Table...............
Roll Encumbrances ..........coccoevvevcivcncrcncnnennne
Rollforward
Agency Planning Checklist ..................... 16, 19, 21
APPROPRIATION AUTHORITY ......ccoovveannnn. 75
Grounds for Disapproval ........ccccccecerirenenne. 78
Late Contracts Needing Rollforward.............. 78
Procedures .........cooveeeeiieeiiiieciieeeeieeees 75,78
Request FOrm .......cocoveviiieniniiniiiecieee 80
Requirements
Rounding Required...........cocevevieinincnincnnne 78
Target Dates ......occveveveevieeieenieeeesee e 78
Budget Coding
Calendar Dates .........coovuveveveiiviieiieeeeennns 31,32,53
Encumbrance
Cap. Constr. Projects .........ccoceeveveeieeneneenne. 209
Financial Statement Presentation....... 113,115,117
Rollforwards
Appropriated General and Cash Funds................ 75

Multi-Year Contracts.........c..co.c.....
Numbering Rollforward Requests
RPTC

List of COFRS Initialized Tables ..........c...ccoe... 51
RQ/RX

Documents - Processing Deadline....................... 42
Entering Documents Before Year Opens............. 43
Purchasing Accepts Documents Before Year Opens

........................................................................ 44
Requirements Before Year Opens...........ccceueee. 44
Treatment in the Roll Process..........cccccceeevrennnee. 45

Page 423



FISCAL PROCEDURES MANUAL March 2002
Rules Charges — Fin. Stmt Presentation...........c....c..... 118
DOP — Accts./Rec. Rule............. 83, 85, 86, 87, 247 Contract —SC Document Processing Deadlines... 42

Expenditure Allocation
Fiscal Rules Reference. 75, 107, 188, 251, 259, 260
Rec/Payable Confirmation Form Exceptions .....200

Six-Month Rule — Cap. Constr. ......c..cccceeeruennene 207
Salary
Fin. Stmt. Presentation..........c.cceceverienienennnenne. 120
Pension Disclosure.......
Quarterly Reporting
Sales
Loan & Advance — Enterprise Definition........... 251
OC Document — Inventory Module...................... 92
Sales of Products
Cash Flow Stmt Presentation ..........c.ccecevueeueenee. 122
Savings
Bank Confirmation Form..........cccoccevvevieniennns 176
Savings & Loan
Exhibit M — Cash ......cccooeivininiiinccee 174
Savings Account
External Bank Account Approval. .................... 281
Loan & Advance Reqmts
SCAT e 206
Schedule
Billing by Direct Bill Agencies...........ccccoceeueuee 260
Debt Payment Exhibit D .............. ....136, 138
Diagnostic Reports.........ccceveevverieecieneeeenieenene. 101
Exhibit J Cutoff Dates.........coceveveevirenenennne. 154
Expenditures of Federal Awards............cc..c...... 158
Expenditures of Federal Awards (SEFA)............. 39

Inventory Counts...........ceceveerieneeieneneeneneeiene
Lease Payment Exhibit F1
Required for Financial Responsibility &

Accountability Act .......cccevereeeninieienienenne. 265
TABOR Computations..........cceeeverveeeevereeenennes
Year End COFRS Reports

Schedule 906 — Payroll Adjustments. ..........ccccceennene 30
Scheduled COFRS Closings — Qtrly. Rptng ........... 260
Scheduled Payment Report.........cccoevereiiincnenene. 40
Scheduled Rent Increases ........ccccceceeveeveeiencneennene 144
Scheduled Rent Increases — Exhibit F2................... 144

SCO Assigned Fed Org Code
Exhibit K..ooooooiiiiiiiecccce e
SCO Web Page Address .......ccceevveeeevienieecienennennene
Security
COFRS Access to ADA in ECB ................
Collateralization — Exhibit M........c.ccceoerenenee.
Exhibit N — Investments..........ccccceeenenne
Over Assets — Fin. Resp. & Acct. Act....
Security Group

Expired Warrants ...........cccoeeeevvereerieneneenieneene. 103
RO Document — PO Roll Process
Segment Reporting
EXNibit T oo 192
Seller
Rec/Payable Confirmations............cceceeeeereeenenne. 200
Service
Accounts Payable Accruals.........c.ccoceveevincnennee 82
Accounts Receivable Accruals — Augmenting
Revenue......c.ccooevirviiniiiiniiiicneccceee 87
Accts/Receivable Definitions.........c.cccecevevenneneee 84

Billing for — Rec/Payable Confirmations ...200, 201

Index

Contracts — Requisitions to Purchasing BeforeYear

Direct Billing Reqmts. — Qrtrly. Rptng
Duplicate Payment Check — Reissuing Warrants

...................................................................... 275
Enterpise Srvcs — Loan & Advance Definitions 251
Pension Footnote Disclosure....................... 108, 109
Provided to Individuals— Exhibit K Federal
ASSISTANCE ... 158
Receipts for Srves Provided — Exhibit K Federal
ASSISTANCE ....evveevverieeieieeeeereee e 158
State — In Sick Leave Accrual .........cccccvvevvveeenennns 90
Transfer Definition.........c..ccoevveevieenieeciecee e 94
Services

Coding for Vendor vs. Subecipient ..................... 39

Determining Vendor vs. Subecipient................... 38
Settlement

Accounts Receivable ........coocueviivieniineenieneennnne. 86
Shell Transactions

Long Bill Booking...........cccceuue... 55, 56, 57, 58, 59
Short-term Debt

EXhibit S...oooviivieiieieeieeeeeeeceeeee e 190
Sick Leave

Compensated Absences Accrual...........cccevennennen. 90
Six-Month Rule

Capital Construction Projects ..........ccccecevereneee 207
Software

File Extensions — Exhibit File Naming
SOURCE NOTE ANNOTATIONS .......coccovvvnnncnn.

Special Bills
Automated Booking Process ..........ccceceevuerueennnnne. 57
Calendar Dates .......c..coovvvveevveiiiieeeeeeeennen. 31,33
RecOrding .......cecvevuieieninienieeiene e 60
Special Items
EXhibit U ..o 194
Spending Authority Indicators ...........ccceeeereneneee 55
Stafford Loans
Federal Assistance - Exhibit K...........ccccceceene 159
Stale Dated Warrants
Statement of Net ASSEts .......ccocevevveveererenenennne. 123
Stock
Inventory Cycle — Inventory Count..................... 92
Inventory Document Processing Deadlines......... 42
Inventory Module Closing Procedures................. 92
Student

Cash — Exhibit M........c.cooiivviiiieceecee e
Employee — Travel Exp. Reporting
Financial Aid Federal Assistance - Exhibit K.... 159
Financial Aid Presentation Entries — Exhibit J .. 155

Loan Fund — Required Fin. Stmts.............c........ 107
Loan Fund Numbers...........ccccooevviieeiiieeiieeee. 95
Loans — A/R Definitions.........cccceeveeveecveeeveenenns 85
Pension Footnote Disclosure.............ccceeeeeuveeennes 108

Receivables — A/R Definitions ...................... 83, 84

Teaching — Loan & Advance Reporting............ 250
Sublease

Rentals — Exhibit F1 — Capital Leases............... 142

Rentals — Exhibit F2 — Capital Leases............... 144
Subrecipient

Page 424



FISCAL PROCEDURES MANUAL

March 2002

A133 Definition. .....ccceeveeeeerieeienieeienieeiesie e 38
Account Coding Directive............cce.n....

Determining Vendor vs. Subrecipient
Exhibit K — Federal Assistance. ................. 158, 160
Pass-Through Entity Notification..........c.cc.cceeueee 39

Single Audit Act Definition. ........c.cccceceveeeneneee 159

Transfer Account Definitions...........ccc.cocveeennnee.. 94
Subsidies

Definition of Federal Assistance. ....................... 158
Subsidize

Pensions Footnote Disclosure — Health Care

Premiums. ......ccooeeviieeieeieeiccececcee e 109

Supplemental Bills

Interim/Emergency Spending Authority. ....... 65, 66
SUPPLEMENTAL INFORMATION

EXHIBITS. ....ooooeeeeeeeeeeeeeeeeeeeee e 125
Supplementals

Calendar Dates ..........cceeeveeeieecieeeieeiiecreeeiee e 31
Suppliers

Cash Flow Stmt Presentation ...............cc.ccuveee... 122
Surplus Property

Definition of Federal Assistance........................ 158
SUSF

Agency Planning Checklist..........cccceveeienene
Calendar Dates..........c.ccoeenenee
Inventory Module Close Out....
Long Bill Booking - Shell Transactions......... 55,58

Modification and Roll of POs .........ccc.oc......... 46, 48
Review for Expense Budget Transactions
Generated .......ooeveevierienienieeeeeeee 60
Suspense
Requirement to Clear — Qrtrly Reporting........... 260
Sweep
Entries — Fund 461 .......ccccocenininiiiininieee. 212
Entries — Funds 100 & 461 .........cccooeieenininenns 93
Table Initialization
Calendar Dates..........coeeveererininienieieenccee 27
Tables
List of COFRS Tables Initialized..........c.ccccouenvee 50
TABOR
Agency Planning Checklist.........ccoceveevenennennen. 16
Carryforward of Funds
District Fund Balance Changes...........cccceceeueenne 130
Enterprise
Eligibility for Loans ...........ccccevereecvenennennene 252
Status Changes ........cceceeervereeneeeeneserenes 130
Entities Entering or Leaving the District............ 130
Loan & Advance — Enterprise Definition........... 251
Materiality Threshold...........ccocoviriininiincnnne.

Refund in Financial Statements.........
Revenue
Classification Errors - Exhibit A1l
Reductions Related to Bad Debt........
Sensitive Account Codes........c.coovveeveeeveeieeeneans

Tax
Accounts Receivable Definitions.............cc.......... 84
Collected by DOR for Other Agencies................. 61

Executory Cost — Exhibit F1 Capital Leases...... 142

Financial Statement Presentation ...... 112,114, 116,
118, 120

General Purpose Revenue — Qrtrly. Rptng......... 260

Index

HUTF Certification — Agency Planning Checklist
........................................................................ 20
HUTF Collections — Qrtrly. Rptng. ................... 260
Medicare Tax in Compensated Absences Accrual
Offset Progam & Accounts Receivable
Refunds — Financial Statement Presentation..... 112,

114, 116
Taxpayer ID # — Reissuing Warrants ............. 272,273
Telephone
Long Distance Billings........c..ccceceververiieeennenns 201
Threshold
Exhibit A1 — Changes in Base Fiscal Year
SPending.......coceveeienenerninineeeeeene 128
Exhibit A2 — Changes in TABOR Enterprise Status
...................................................................... 130
Exhibit H — Proposed Postclosing Entries.......... 148
Exhibit H — Proposed PostClosing Entries 155, 156
Exhibit P — Accounting Estimates...................... 184
Tobacco Litigation Settlement
COFRS Funds .....cccooeveieieinineeececeeseee 95
Tracking
Federal Awards to Their Source..........ccccecueunne 160
Transfer
Agency Planning Checklist ..................... 16, 19, 20
APPROPRIATION — OVEREXPENDITURES &
TRANSFERS .....ooviieiviiisineeeieeie e 67
Appropriation Document Processing Deadlines.. 42
Budget — Calendar Dates.............ccccueeeee. 29,31, 32
BUDGET — OVEREXPENDITURES &
TRANSFERS .....ooveeeieiieeeeeeeee e
Cash — Calendar Dates
EFT — Calendar Dates
Interim/Emergency Spending Authority.............. 66
of Funds — Expired Warrants.............ccocveevenenne 274
TA Document — Appropriation Transfers....
Transfer Coding ........cccevvevveviereerienieieneeiese e 96
Transfer Coding Chart............cccooeieiennieninineeee 96
Transfers
Appropriation
Cash to Cash Exempt.......c.ccccevereeiienenienene 68
HB9%4-1367
How To Request a Transfer...........ccccceceeeennee. 68
Request and Approval Deadlines.................... 68
Statutory Authorization and Limits ................ 67
Budgetary
Cash to Cash Exempt..........ccocevereirinenennne. 68
HBO4-1367 ..o 70
How To Request a Transfer..........ccccceeecuennenne 68
Request and Approval Deadlines.................... 68

Statutory Authorization and Limits ................ 67
TA Transaction............cceeeveeeveecreesveeeireeeneenns 62
Closing a Fund .................... ... 105
Electronic Funds Transfers..........c..cccccoevveeveennnne 89

EXhibit Mi......oooiiiiiiieeeeeeeee e 174
Financial Statement Presentation............... 118, 121
Financial Statement Presentation Entries .......... 155
Intra/Interfund ............cooveeeviiieiiiieeeeeee.

Agency Acronyms in Transfer Codes
Definition......cceoveivererinieneeeeeceeee
Diagnositic Report Schedule ........................

Diagnostic Reports ..........cceevveveeeerenenieeene

Page 425



FISCAL PROCEDURES MANUAL March 2002
Fund Category Table for Distinguishing Intra Uncollectible
VS. INET .o 94 Accounts Receivables
Inventory Module WIICOLES .o 86
Transfers In Uncommitted Cash Reserves Report
Cash Flow Stmt Presentation ..........c.coccccvveveunnne. 123 Due Date.....ccoveerieeineieieiceereineeceeeeeeenenee
Transfers-Out Uncommitted Reserve
Cash Flow Stmt Presentation .............ccccecevueueeee. 123 Underearned Revenue
Transportation Augmenting Revenue & Overexpenditures......... 87
Agency Grouping by Function..... OVereXpenditlres. .........c..ecveeeererienveeeerenennennen 67
Assigned Rollforward Numbers Overexpenditures — Examples.........cccocevernenen. 72
Expend. —Fin. Stmt. Presentation Quarterly Reporting Requirements.................... 262
Internal Service Fund #........ccceoveiveniicieniieieinns 96 Unexpended Appropriations
Travel....Error! Not a valid bookmark in entry on page Continuing Cap. Constr. Projects .............. 209, 210
243 EXPIration .......ccooevenieieieiieseseeecee e 75
Expense — SCO Generated Reports.................... 245 Rollforwards........cceevereeienieiininieneeeeeeene 75
Expense — Statewide Report Uninsured
Expense Coding ........ccccoevveevvcencnincnenne. Bank Confirmation ..........ccccecevveeveiivcncncncnnenene 177
Expense Reporting Procedures............c.ccccoueueeee. 245 Deposits — Exhibit M — Cash..........cccccecenennneee 174
Fin. Stmt. Presentation Investments — Exhibit N.......c..cocooeiinininenne 178
Personal Vehicle Miles ........c.coceverieircncnenene. 243 Unrealized
Report — Calendar Dates ...........ccceoeeereneneane 33,34 Gains/Losses
Sensitive Object Codes .......cceevrereneeereeerienne 41 Exhibit N — Investments ..........ccccceceverenenene 178
Statewide Travel Management Program ............ 243 Unrestricted
Treasurer Current Fund
Accounts Receivable WriteOff .............cccceeneee 86 Loan & Advance Requirements.................... 250
Adjustments to Cash .................... ....40 Valuation
Agency Funds COFRS Fund #s ........cccccovvnennene 96 Disclosures — Exhibit N — Investments.............. 178
Agency Planning Checklist............c......... 16, 19, 20 Methods — Exhibit N — Investments .................. 178
Assigned Rollforward Numbers............cccceeneeneee 77 Variance
Calendar Dates..........ccceeeeeeineneneeennne 29, 30, 31 Budget — Overexpenditures ...........ccceceeereneneenee. 69
Cash Balance Classification —Exhibit M Letter — Budget Overexpenditures..........c.cceuenuen. 69
Applicability......coceeveninieniniiiee, 174 Variance Analysis
Cash In Transit — Qtrly. Rptng. Rqmts............... 261 Agency Planning Checklist .........cccccoveveveneennnnne. 20
CR Document Deadling ...........ccccoeevveereenneeennnne 89 Calendar Dates .........cccoeeveeeeveeveeeciieeieereenen. 32,33
Expired Warrant Reimbursement....................... 272 Relationship to Exhibit I...........cccoovrveniiniennns 150
Higher Ed. Presentation Entries — Exh. J ........... 155 Report Description & Timing............ccecvveevennenne 102
Interim/Emergency Spending Authority ........ 65, 66 Vehicle
Investment Offset COFRS Fund #s.......c.ccccoceuee 96 Fleet Billings — Rec/Payable Confirms.............. 201
Loan & Advance COFRS Report CAMO2......... 251 Vehicle Miles — Travel Reporting
Loan & Advance PoliCy .......ccoceecvevenieieniceeenne. 249 Vehicle Travel Coding ........cccoevveveeieneneeneneecienne
Loan & Advance Timely Deposit Requirement.251 Vehicle Travel Reporting..........ccceevevereenieneenenne
Loan INterest ..........coeovevvenieneneneinincneneene 251 VEND Table ....ccccoverieieiiinininieneceeeeseseneeeenee
Reissuing Expired Warrants...........cccoccecerenennene 104 Vendor
Unclaimed Property Administrator .................... 104 Account Coding for Grants............ccceecververerennenne. 38
Troopers Calendar Dates
Compensated Absences Accrual .........c.cccoeevueneee 90 Cap.Constr. Retainage ..........cocevevveeeeecrienecne 212
Pension Footnote Disclosures ...........ccccceeeruenene. 108 Characteristics Indicative of a Vendor Relationship
TUItion e e
Accounts Receivable Definitions...........ccocceueenee. 84 Coding for Grants
Turnaround Reports Contract Cancellation Under 30 Day Clause....... 45
Calendar Dates ........cceoeeieverieniieieeseeieeeeiene 33 Duplications in the VEND Table......................... 39
COFRS Exhibit K Treatment............... .. 159
EAPO5 — Unscheduled Payment...................... 29 Recycled Federal Assistance .. .. 158
SCO Reissuing Expired Warrants..................... .. 275
CCCAS — Cap. Constr. Status....... 205, 208, 210 Special Instructions Before Year Opens.............. 44
Travel Expenditures ........cccoceeveveevieneneennns 245 Specifying Vendor vs. Subrecipient for Grants... 38
Unallocated Vendors on Hold During Roll ..........cccccceneneene. 46
Expenditure Allocation Algorithm...........c..ccc..... 70 Vendor Offset —Accounts Receivable WriteOffs ..... 86
Unamortized Bond Prem/Disc Vest
EXhibit C ..o 134 Pension Footnote Disclosure...........c.ccccocereniennee 108
Unbilled Receivables Vested Sick Leave
Fin. Stmt. Presentation and Requirements ......... 110 Compensated Absences Accrual..........cccceeenneee. 90
Index Page 426




FISCAL PROCEDURES MANUAL March 2002
Violations of Debt Covenants — Exhibit U:............. 194 Budget Required..........cccceveveerieneeiinieierieenne, 40
Vouchers Calendar Dates ..........ccceveevreveeneeeennenne. 28,29, 30
Commitment — CCCAS Cap.Constr................... 209 Cancellations Spanning Fiscal Years................. 104
Journal Dating of Warrants..........cceceevveevevveneecrenennenens 40
Rec/Payable Confirms.........cccoceeevvenenieniencnne 201 Expired Warrant Definitions .. .27
Journal — JV Documents Processing Deadlines ...42 EXPW Table .....ccooeriieieiieeeeeeceee 103
Payable Impact on Intra/Interfund Rec/Payable Confirms
Accounts Payable Accruals...........cccceverienene 8 e 200
Lease Accounting..........coceeveeeeeeerenenennenene 105 MW Documents - Processing Deadlines
Payable — Year End COFRS Reports................... 41 Point-in-Time Reports........cccceevveveencnnennee
Payment Reissuing Expired Warrants............cccceeveevenenne
Expired Warrants Process ...........ccecervvevennene 103 Treasurer’s Approval of Related JAs ..................
Purchase Order Roll Process ..........cccceceeueeeneee 46 WR Documents - Processing Deadlines
Payment — Dating of Warrants............c.cccceceveneee 40 Weaknesses

Payment — PV Documents Processing Deadlines.42
Payroll — PB Documents Processing Deadlines ...42

Recurring — REJx Tables .......ccoceoeeecninincnnnne 49

Unclaimed Property Reimbursement ................. 272
Wages

Pension Footnote Disclosure...........c.cccoceveneenene. 108
Warehouse

Inventory Fund —Loan & Advance Requirements

...................................................................... 250

Inventory Module CloSing ..........cccceceeverueenee. 92,93
Warrant

Agency Planning Checklist..........ccoecvvceninenennee 18
Warrants
Index

Financial Resp. & Accountability Act............... 265
Web Page - State Controller’s Office..........cceunenne 321
Wire Transfers

Agency Planning Checklist .........ccccoeeveencnennene. 19

Calendar Dates

10 State Treasurer.......c.eeeveeeeciieeeeieeeeireeeeeee e 89
Withdrawals

Financial Stmt Presentation..............ccccccveeuvenn. 124
Working Capital Loans & Advances..... 249, 250, 251,

252,253
Write-Offs

Accounts Receivable ..........ccccooevveiiieiiieniicneenen. 85

Page 427





